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ASC EXECUTIVE COMMITTEE AGENDA, 8/20/91 
1. AGENDA FOR FIRST ASC MEETING 
Speaker - John Moore? 
Committees - call for volunteers 
2l~ INSURANCE COMMITTEE REPLACEMENT 
2. SPEAKERS FOR FUTURE MEETINGS 
Olscamp for October? 
Future suggestions 
3. ONGOING ISSUES 
*Contract wording - ho ~.;-,_['-w....LL Jtd.:- ·"'-'-";.:_,_ ·~pfto~. 
· · · · a~~ .~, 1 ·,: +-r_ ?._70 Ex1gency Plann1ng - on,4tlli•~J L<-'L'-v~,_~_ ~.;.,r...r.·-·--r:t'..L~.-- t..J.J...:. . ._,_ - J,._ -' .{ · -~-
*Ferrari matching fun~s 
l<tileage reimbursement PVJL 
. .B-t"'G-f.e.s·s-i!ma-l~..de-velopnten:tr·"C'riteria__.ehan.ge-s.... (done-f) . .. 1 Internal reorganization statement from EOC - f• /'lv.:- r·1.- .:l.£.h!tr1 
*ERIP pwc., 
I 
Vacation for grant funded employees (\MC_, -~- 't t ·/ " - 4 ·' 
Salary inequities based on gender · ·lr' = P;J./:J)~..,:...r_.:. ~: -~·- cir.u_J 
4. GOALS FOR YEAR 
Health insurance? 
Cooperation among constituent groups? 
@' 1 4; 
Administrative Staff Council 
Executive Committee 
August 20, 1991 
--Agenda for first ASC meeting of the fall (9/5/91) 
Circulate committee sign-up sheet 
John Moore to be guest 
Possible questions for him include: 
-Insurance 
-AS promotion policy 
-Salary inequities 
-Centralization of hiring procedures 
-Personal days 
-Director or associate director of personnel for administrative 
staff 
-Distribution date of new handbook 
Distribution of constituent network information 
-Each constitutent gets page he or she is on 
-Each rep gets the total network 
-To be printed cost effectively 
Report from chair of Personnel Welfare Committee 
-Possible report topics include: 
Vacation for grant-funded people 
PERS credit for people getting 9 paychecks for 10 months of 
work 
1991-92 Goals of ASC 
Six to be circulated to ASC members prior to meeting 
Insurance Committee Replacement 
Josh resigning as ASC rep; Pat Fitzgerald to replace him as next 
highest vote-getter 
Speakers for Future Meetings 
Olscamp for October? 
Dick Newlove 
Herb Moorehead 
Chris Dalton 
Gregg De Crane to be asked to be liaison with esc 
AGENDA - EXEC CO~!ITTEE -SEPTm~BER 10, 1991 
1. New Goals 
Child care. 
Flex time 
Salary/benefit package 
2. Committees 
3. Who (if any) should redefine job description for 
associate director of personnel? :;tf!_C.•:!d")I.·-f•-· _ 11_-;_~./t -ti_·-;.~ 
4. Hentor program for at-risk freshmen, ts be·provided by 
admin staff volunteers? A 
/lt-r•()J-t- lvt_t[; .. ~ -h ht~-~..--~'-. 1 
h'-C i,_ -t:.~ I -~-'-'1- Lt-:4..- t:{_, 
j.,'~t..:Li',_.f- j-'•l'-'11/ .. 1•"' :J.-!.· "J~iv.:::Lh;~ h ~j t,__.t....rY-J6._44-
tth-d' ,4S h--:.. }-··-f--£-,__. 
VO Lu/,.._-T-U-'V 
f/vk-l"t-'LD-1- Cj-;t L 
3 
Administrative Staff Council 
Executive Committee 
September 10, 1991 
All present except Gary Palmisano. 
Goals--In addition to the six presented at 9/5/91 ASC meeting, three were 
added: 
1--Child care 
"To establish child care as a high institutional priority and 
move closer toward the opening of a University day care 
center." 
2--Flex time 
"To formulate a policy that addresses the increased workloads 
of administrative staff members and sets a reasonable variable 
work schedule." 
3--Salary/benefit package 
"To obtain a salary/benefits package that ranks us fourth or 
higher among staffs at Ohio universities." 
It was noted that our goal of having job descriptions written into our 
contracts is a topic of Administrative Council. 
Decision was made to have executive committee redefine job description for 
associate director of personnel to forward to Personnel Office. Cindy 
Puffer is gathering job descriptions of similar positions around Ohio. 
Further committee appointments were made. 
Josh will talk to John Moore about a schedule on which we should submit 
handbook changes AND if policies can be passed by Administrative Council 
and go into effect immediately rather than waiting for them to be approved 
by the Trustees and consequently approved for the handbook. 
Deb will revise/add to goals for next Exec. Comm. mtg. 
ASC EXECUTIVE COMMITTEE 
September 24, 1991 
9 ,11. { rr~c l=\,.1;_,_ 1.:. ~vl- 1\..../_J_ ..ft;. ..J , 1-. t .... · 1 _J.. • II •.U LL r""-<_ '1--(... tL ~ L/....<....) 
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Administrative Staff Council 
Executive Committee Minutes 
Sept. 24, 1991 
All present except Colvin and Kaplan. 
--Reviewed agenda for Oct. 3 ASC meeting 
--Discussed issues for possible presentation by Jill Carr at President's 
Panel: 
whether services can be reduced if staff is reduced 
child care 
blue ribbon health care committee membership 
--Committees: 
Personnel Welfare: ASC needs to determine duties of desired 
administrative staff-oriented personnel position, duties that are not now 
being performed by personnel. 
A surevey of administrative staff was discussed which would 
determine areas employees feel are problematic and possibly set up 
workshops to help people deal with them. The committee felt that a survey 
should by constructed with the expertise of John Moore but tallied by ASC 
to garner more honest answers. Issues to be addressed would be flextime, 
comptime, and the personnel position, along with wants and needs of 
employees. 
--Greg DeCrane reported on his attendance at esc. 
All present. 
Administrative Staff Council 
Executive Committee 
Oct. 8, 1991 
--Discus~ed agenda for November ASC meeting 
Dr. Olscamp as guest; possible topics include AS handbook, salary 
inequity committee report, health care, ERIP (Josh to brief Dr. Olscamp on 
possible topics the week before the meeting) 
Josh Kaplan attended EAP workshops which featured presentations by groups 
such as a credit/debt restructuring firm, Children's Resource Center, 
Family Services, Link, Wood Co. Council on Alcoholism 
Day care wa& discussed when McLaughlin reported her meeting with Leigh 
Chiarelott et al. Josh to contact chair of Ad Hoc Day Care committee 
charged in Oct. 1990 to ask if we can help or if a report is forthcoming. 
Personnel position for administrative staff--A. Bowers to look into 
similar positions at other universities prior to exec. comm. detailing a 
job description for the position at BGSU. 
7 
lowlint Green St~te Univenity 
10/8/91 
MEMORANDUM 
TO: Gaylyn Finn ~ 
FROM: Josh Kaplan ~~ k 
RE: Child Care Feasibility Committee 
"dmono,rrJ!ove ~ran (Jo..,c:i 
S..:.whr,~ Gre.:on. Oruo ~ J~o) l·•)) ·) 
The Executive Committee of Administrative Staff Council has 
asked me to write to you. One of ASC's goals for this year 
is to establish child care as a high institutional priority, 
and we wanted to be sure you were aware of our interest. We 
also wanted you to verify, if possible, our impression that 
your committee is intending to produce a report by the end 
of the current semester. 
Good luck in your work with the committee, and thank you for 
your attention to this memorandum. 
10/8/91 
MEMORANDUM 
TO: 
FROM: 
Editor, BG News y L 
Josh Kaplan ~ fi 
Chair, Administrative Staff Council 
~dminoHrat"e ~13M C .J1..c:c;i 
B.:;wlon~ Gret-'"1. Oh•o ~ J~·;· ; .. ; J -l 
In the Friday, October 4 edition, there was an article 
reporting on statements made by Richard Newlove, Chairperson 
of the Board of Trustees, about child care. I believe that 
the thrust of Mr. Newlove's remarks about child care were 
misinterpreted, and since he was speaking as ·a guest of the 
Administrative Staff Council, I wish to comment on his 
behalf. 
I do not recall Mr. Newlove saying that placing a child care 
facility on the capital budget proposal was an error. What 
I believe he said was that a facility was not likely to get 
funded without additional information about the kind of 
child care program it would house. He went on to suggest 
that a small pilot program might help provide this 
information. Mr. Newlove was made to sound critical, and I 
believe that was neither the meaning nor the intent of his 
remarks. · 
, 
1991-92 OHIO CONFERENCE BOARD OF TRUSTEES 
Pres. - Bonnie Lisko (Mod. Lang., Capital l 
Emil Sattler (German, KSU), V.P. Public-
Central State), V.P. Private -Maria De J 
Lake Erie Coll.), Sec/Trea$- Pam Ecker (TE 
Tech.), Sec/Treas Pub. -Lois McGuire (SpeE 
Sec/Treas Priv. - Erving Beauregard (Hist. 
Chair Comm. A- Jim Perley (Biol., Coll. 
Comm. E - John Ramey (Soc. Work, Univ. of · 
L- Abner Cope (Art Educ., Central State), 
Hall (English, Univ. of Cinti.), (Chair Ct 
(Phil., Capital Univ.), Chair Comm. R- Phj 
OSU), .Cha.ir Comm. V - Bill Auld (Comp. 
Coll.), Chair Comm. W- Faye Dambrot (Psycl 
Chair Comm. Z - (Vacant), Nat'l. Council 
(German, KSU), Nat'l. Exec. Comm. - Barbara 
Univ. of Cinti.) and Jim Perley (Biol., Coll. 
SALARY INCREASES FOR 1991-92 
Following are salary increases for this year as reported by 
our Public Institution chapters: 
Akron 
BGSU 
Central 
Cincinnati 
Cinti. Tech. 
Cleveland 
CCC 
KSU 1<e11't 
Miami 
osu 
ou 
Shawnee 
Toledo 
Wright 
YSU 
No Raises 
No Raises (+ Health Ins. Cost Increases) 
Not Yet Available 
4% atb + $512 
5% atb 
~\ atb • Promotion Supplements 
3. 5% a tb C.:.t yai'r..j.i' · <-'"J~~.::.: ;:· •. ··~r c>~·'le?e. 
3% atb + 3% merit (+ $1215/Ass't. Prof.) 
1.5% atb + $1000 
3.5% merit 
4.0% merit 
10.5% average (range 6.5%-13~5%) 
No Raises 
No Raises 
Not Yet Available 
COMMITTEE Z CHAIR SOUGHT 
Ohio's Committee Z (Economic Status of the Profession) is 
looking for a new chair. This position entails an annual 
survey of fringe benefits and other issues which affect the 
.economic status of the professoriate in Ohio. All committee 
chairs are invited to sit on the Ohio Conference AAUP Board of 
Trustees. If you are interested, please submit your name to 
Bonnie Lisko, c/o ~\UP, P.O. Box 1449J, Columbus, OH 4J214. 
IO 
\ 
II 
l)L~fVV,AL d4W 
-~ n J\<. \ '::.A-~vvdv_, _u 
At the request ~f the Board of Truetees in 198~, the Administrative Staff 
Council was asked to create an award to recogni~e the service and 
contributions of Dr. Michael R. Ferrari. This award was established in 
1983 and has teen awarded each year since to the admini~trative staff 
member wh.:· has given 3•3lfl•3ssly t.0 the b•:::tterment .:.f th•? Uniw::r::ity. The 
purchase of an original piece of art from the B.G.S.U. School of Art. 
Since last August, a p•:::rmanent display h:ts als•:. been built in th•::: hallw·ay 
on the first floor of the University Union. 
Sinoe il~i·:.n, the Ferrari Award has been funded through the 
operati.:.n.:: budget ·=·f the Administrative Staff C.:otuK:il (ASC). \-lhil•3 their 
funding was BPf•l'•.:..priate in tho3 earl::l Y•3ars when ASC was a fledgling 
organi::ati.::-n, currant demands .:.n the minimal ·)perating funds c•f ASC tv_,_,_~_, 
().., f\-UAJ 
n•?cessitated S'!!>o"Flill'l:~8~ funding S•:>urces. In January 0f 1991, 
Administrative Staff Cvuncil appro:wed the est.:tblishment ·=·f the Ferrari 
En.:k·wment thr.::ough the University f·:•Lmdati0n. The initial .::runpaign netted 
$~,5:2~~t ,)ffi.::ers, award recipients and acquaintances ·='f Dr. 
Ferrari. Thi3 aiTJ•)Ullt represents 33~ of the go:•al o)f $7.500. which W0uld 
allow f.::.r the continual funding .:.f the Ferrari Award thr.:ough int.:::rest 
generated by the ~-
The next phase •::Of the eff,=-rt t.:. endow the awarJ is to S•::.licit 
cimtributi.:.ns fr.:.m empl.=-yees and tlK•se pe•::~ple lvh0 }:new Hie~ when he lvas 
here. Dr. Phil Has•)ll fr0m the University Relati0ns Office re..::vmmended 
that :t·jU be included am0ng those co:•ntacted at this time. \-1.::: also have 
received an indication from Dr. Ferrari of his desire to participate. In 
addition, we will be reaJ:•plying f.:.r supp.::~rt frc•m the University 
Foundation. 
I am h.::.peful that y.::.u will •>:on::id.:::r a .::I.:onati•:on in the $100-tSOOr:mge to 
the MiehaG;l P.. Ferrari End•::.tvlnent whic:.h will all.:.'" the ·:::ontinuati.:m of a 
prestigi.:.us at.,rard whi.:h h·:onors t..::.th Dr. Ferrari and th·~ e.::.ntritut~f 
outstanding administrative staff. 
I~ 
I Executive Committee Minutes 
Administrative Staff Council 
October 22, 1991 
--Pat Green, chair of Professional Development Committee, would like exec. 
comm. to request $2,500 for the professional development fund since no 
budget was loaded in this year. Josh is to write a memo requesting this. 
--Handbook will be approved at the February trustee meeting; our 
submission are due Nov. 30 but we will wait til after the Dec. 5 ASC 
meeting to forward them to personnel. Josh will send W. Montenegro a list 
of all items we feel are in line for approval. 
--Josh reported on attending the October trustee meeting's 
personnel/facilities committee, where discussion included the name of the 
new fieldhouse and the employee~status of the Student Legal Services' 
attorney. 
--The agenda for the Nov. 5 ASC meeting will include Paul Olscamp as 
guest. 
--Funding for the Ferrari Award. A letter will be sent to past trustees 
requesting donations for endowment of the award. 
• BOWLING GREEN STATE tJNIVimsiTY 
LEAVE REPORTING FORM 
ADMINISTRATIVE STAFF 
Name. ______________________________________ ,~.--------------------------
~mooM·~-------------------------------~------------------
______ Full-time 
Type ofl.eave 
_Vacation 
_Sick Leave 
_Personal Leave 
_Leave without pay 
_Military Leave 
_Jury Duty 
_Other 
_Maternity/Paternity 
Sick Leave 
Vacation 
Leave without pay 
_____ Part-time 
From (mmddyy) To(mmddyy) Total Hours Used 
~----------------~----------~~~-----------
~~meL---------------------------------~~~-----------
Comments: 
HR4b:PRSNL:l0/30/91 
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Exec Committee Agenda October 22, 1991 
1. Chair Report 
Professional Development Funding 
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3. Agenda for November meeting ~7 
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DRAFT 
Date 
MEMORANDUM 
10: 
FROM: 
RE: 
John Moore, Executive Direc.tor 
Personnel Services 
Administrative Staff Council 
Personnel Welfare Committee 
Request to Present Handbook Revisions to Ad Council 
P· I 
Enclosed you will find a memorandum from Administmtive Staff Council to 
Administrative Council with proposed handbook revisions attlched. \Ve ask that you 
review these materials and forward them to Ad Council for their action. 
Tins conunittee appreciates your guidance and welcomes your comments or 
suggestions prior to distibution of the. memorandum to Ad Council. 
ASC/PWC/bjs 
enclosures 
lb 
DRAFT 
Date 
MEMORANDUM 
TO: 
FROM: 
RE: 
Administrative Council 
P. Olscamp 
L. Barber 
E. Clark 
C. Dalton 
Administrative Staff Council 
M.Edmonds 
G. Finn 
R. Martin 
P. Mason 
Request for Handlx""\Ok Revision Relative to 
Excessive \Vorkloads and Flexible Scheduling 
During the past year, the hiring freeze on c3111pus has had far-reaching effects on all 
campus staff. \Vhile university staff numbers have diminished, the workload has not 
decreased correspondingly. In order to me.et the needs of the University, many 
administrative staff have taken on additional respt"nsibilities without compensation. Two 
of the goals for 1991-9:! approved at the. October 3 Administrative Staff Couneil meeting 
are. to address the issues of excessive workloads and the consistent application of existing 
workload policies and to address the issue of flextime and the consistent application of the 
flextime policy. };P-I)J ~ ?P-( 
Administrative staff are not compensated inA timeloJ extra hours of service.. Several 
problems have arisen with this policy. Because. Adririnistrative Staff receive no 
compensatory time, some supervisors have interpreted the policy to me.an that even though 
staff members may have, for example, worked ten or twelve hours one day, they do not 
have the flexibility to come in one hour later or leave c:.ne hour earlier the next day or some 
other day. Of prin1ary concern to administrative staff is the instance when it is necessary 
for an administrative staff member to frequently or consistently work beyond tl1e 40 hour 
week and yet be de.nied the fre.edom to take an hour or two off on a slower day or to go to a 
medical appointment v.ithout claiming sick leave. Currently, some supervisors pernlit 
administrative staff to adjust their work schedules to compensate for the excessive 
workload. Unfortunately, some either do not pemrit schedule adjustment or grant it very 
begrudgingly. 
An additional, complicating factor is that in tl1e cases where a supervisor will allow the 
staff member flexibility in the work schedule, often the work load is so heavy that the staff 
member cannot, in good conscience, t.'lke any time off. Some. may argue that no one 
requires adnrinistrative staff members to work extra hours. \Vhile it can be true that a 
supervisor may not require tltat extr.1 hours be spent on the job, we. as professionals are 
dedicated to perfonning our jobs in a professional manner (i.e., we know what must be 
done to fulfill the requirements of the pL)Sition and to accommodate the nee-ds of tlte 
University.) 
17 
ASC 
Request for Handbook RevisiOJ1/~ 1 •• } ,, .~ , 
Page2 · 
·. ! .. 
\Ve recognize that there may be staff members who work beyond -tO hours me.re.ly 
because they are inefficient. That is a problem that should be addressed by the supervisor 
and falls outside the realm of our current recommendations. 
Recently, during a question ::tnd answer session in a meeting of the Administrative Staff 
Council, John Moore, the Executive Diredor of Per${.1nnel indicated that, in re.cognition of 
the professional status of administrative staff and the lack of compensation for overtime, it 
was his opinion that administr.ttive staff should be afforded flexibility in their work 
schedules to accommodate frequent or routine overtime. The Council agrees that even 
though administrative staff members do not receive hour-for-hour compensatory time, the 
professional status of the administ:rtttive staff merits flexibility in adjusting work schedules 
when frequent or routine overtime occurs. Administrative staff members should be , 
allowed to arrange work schedules that compensate for frequent ove.rtime while, at the 
same time, accommodate the required responsibilities of the position. 
We emphasize that we are not see.k:ing hour-for-hour compensatory time. We strongly 
believe, however, that two major changes must be made: 
1. Administrative staff members who frequently work beyond .W hours should be 
allowed flexibility in their work schedules so that they can use blocks of less than two 
hours on other occasions without charging the time to vacation, sick le-ave, or personll 
days. 
::!. 11tere should be rut assessment of the workload of administrative staff. Budget:rrv 
cutbacks have decreased the ranks of the staff, yet there has been no lessening of the · 
amount of productivity expected. In some cases, even more is being expe.cted, but with 
fewer staff members. 
The Administrative. Staff Council pre.sents the. attached substitutions for the current 
Compensatory Time statement (p. 29) and the \Vork Schedule statement (p. 93) of the 
Administrative Staff Handbook. 
ASC/pwc 
attachment 
c: I. Moore 
/i" 
Compensatory Tjme 
Although the work week for an administrative staff membe.r is normally 40 hours, there 
are occasions when it will be necessary to work beyond the 40 hours in order to fulfill 
obligations of the position. Administrative staff members do not receive hour-for-hour 
compensatory time or compensation for such extra work. However, in recognition of the 
professional status of adm.inistr.ttive staff members, they are to be afforded flexibility in 
adjusting their work schedules, particularly whe.n work beyond 40 hours becomes frequent 
or routine. Administrative staff members who must frequently work beyond 40 hours are 
to be allowed the flexibility to be absent on other occasions for two hours or less without 
·. charging the time to sick leave, personal days, or vacation. ~~ 01 ~-"~---~en an :Jdministrative wn-member must routinely work in excess of .W hours p..>r 
p\-(v· j ~Personnel Servkes ~ examine the job description to detemline if too much is 
being asked of one individual. In addition, the staff member's salary should be examined . 
to. assure that compe.nsation matches the job responsibilities. .}_j __ ;11 r"'·· . :1.h7'7} /Lu-:'.·~ n.:...· J'.':.-'-Ld!./ . ...L.G 
/)li.;__j 0' L.;lf1 .dlb_,f iJ ')/._,!. i/..l..f(,_I_IJ,J ·I J..:..d_:J.lL-lf..(_,!_.;._j-, l.!:._r,.,_n~!.-•~J.!..•--G.-_.,~A-:;..) ._'),_j_ /'UJ f 
Work Schedule , . +-: : J • r -r,.., • 
,-· .. '-t...t---c"--1.·- ._,L,, ff. 
A full-time administrative staff member is expected to work a 40 hour work week. In 
certain circumstances, it may be appropriate for full-time administrative staff membe.rs to 
adopt a flexible work schedule. (This is not to be confused with adjusnnent of work 
schedules due to excessive workloads, see COMPENSATORY TIME.) Such a work 
schedule must be arrmged in advance and must be mutually agreed upon between the 
administrative staff member and his or her innnediate supervisor, and approved by the 
department/area head. Nom1al business hours for each office are expected to be 
maintained. In addition, periodic review of an administrative staff member's flexible work 
schedule will be conducted by his or her irtmled.iate supervisor to determine whether the 
flexible work schedule should continue. 
'I 
~ []_15!D •. t •. * _ lowling Green Stale Univenlty Affirmative: A.:tion/Handicapped Sen;ices Bowling Grt'\.>n, Ohio .UtOl-0013 (419) 372-149S 
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MEMORANDUM 
TO: 
FROM: 
RE: 
DATE: 
Personnel Welfare Committee 
Administrative Staff Council 
Marshall Rose, Director///_~ ~I _A/) 11 • 
Affirmative Action ~~
Internal Reorganization and Promotion Proposals 
November 7, 1991 
I wanted to write to thank you for allowing Diane Regan and me the 
opportunity to answer questions regarding the EOC Internal 
Reorganization proposal. Your comments were constructive and 
helpful, and I am sure whatever changes you recommend will make 
the proposal better. I do want to reiterate our concern that the 
proposal provide maximum protection for administrative staff 
against the arbitrary and malicious use of reorganization schemes. 
We recognize that in most cases this will involve administrative 
staff at both ends of the equation. The concern of the proposal has 
been to focus on the most vulnerable administrative staff member, 
or the subordinate staff member that would be affected by the 
reorganization. 
In April of 1990 the Administrative Staff Council endorsed several 
personnel concepts pertaining to the University's administrative 
staff. These concepts--career counseling, career advancement, in-
house training, career ladders, and internal promotion--are well 
established as positive aspects of human resource management. 
These concepts have also been recognized by the University by their 
inclusion in important governance documents. In fact, the ASC 
proposal was a reiteration of support for these concepts as stated in 
the University's Affirmative Action Plan. 
A.c:£ WELFARE COMMITTEE 
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There is clearly much to be gained, by administrative staff and the 
University, from the implementation of these positive concepts. I 
also believe that this implementation will, in most instances, 
enhance our equity efforts. However, I am concerned that the 
implementation of the internal promotion proposal may have a 
substantially negative impact on our affirmative action and 
diversity programs. 
Public announcements of vacant positions and their broad 
distribution, especially to groups that have historically been 
discriminated against, is fundamental to the notion of equal 
opportunity. Personnel practices that encourage maintaining the 
status quo make it more difficult to include underrepresented 
groups. Even a proposal that envisions positions at the lowest 
administrative levels being available for external recruitment would 
not overcome this problem. Rather it would mean that our 
affirmative action and diversity efforts, at least as they pertain to 
recruiting minority employees, may be restricted to entry level 
positions. 
I would prefer to look at requests for internal promotions, filling 
positions without a search, on a case by case basis. This would 
permit an individual review of the situation on its own merits 
rather than completely abandoning our affirmative action search 
procedures. Of course there will be times when waiving a search 
will enhance our affirmative action and diversity efforts. There 
will also be times when a search waiver will permit us to increase 
the representation of women administrators at more significant 
levels of the University. There may be other times when an internal 
promotion is in the best interests of the University for a variety of 
reasons. However, I do think the case should be made in light of the 
circumstances faced at the time. 
Although I do have some m1sg1vmgs about the internal promotions 
component of the ASC proposal, I am very much in favor of the other 
concepts that are endorsed. In my opinion, the implementation of 
the other personnel concepts would positively enhance our equal 
opportunity efforts. I strongly support any effort to bring more 
d) 
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uniformity to our personnel practices. This obviously would make 
the compliance monitoring responsibilities of my office easier. It 
would also reduce the subjective and arbitrary elements from the 
process determining which administrative employees get to 
participate in professional development. I do have some problems 
with the notion of career tracking for most administrative positions 
in the University. These problems may not necessarily be structural. 
and I would be happy to see the idea given further study. 
In addition to adopting these positive concepts. there are other 
policy and procedural initiatives that I believe would benefit 
administrative staff and support our affirmative action and equity 
efforts. I think the firm and unambiguous position of the University 
ought to be that no administrative staff member should be 
disadvantaged in a search merely because she or he is an employee 
of the University. I would also support a policy guaranteeing 
interviews to all employee applicants who meet the essential 
requirements for the position. I do not believe, in most cases. that 
this will mean very large numbers. Appropriate professional 
development should be the "right" of every staff member. Managers 
and supervisors should be evaluated on how they make professional 
development opportunities available to members of their staff. 
I would be happy to discuss any of these concepts further with 
members of the committee. BGSU is very fortunate to have such a 
committed and dedicated cadre of administrative staff. I look 
forward to working with you to enhance opportunities and working 
conditions for members of this important group. Please do not 
hesitate to contact me if I can be of assistance. 
John Moore, Executive Director, Personnel Services 
Diane Regan, ASC Representative to EOC 
• 
April 29, 1991 
INTERNAL REORGANIZATION 
EQUAL OPPORTUNITY COMMITTEE 
POLICY STATEMENT 
From time to time it becomes necessary to reorganize administrative 
units within the University to meet newly defined responsfbflftfes or 
to more efficiently manage unit operations. Most often the purpose of) 
internal reorganizatfun is not to create additional employment 
vacancies. However, it is recognized that the reorganization will 
affect the employment relationships for existing personnel./!ecause 
these actions may have equal opportunity implications, the Equal 
Opportunity Committee recommends compliance with the following 
guidelines: 
1. Every effort will be made to i~sure that exist ing _ .lOJees 
have secure employment fn any reorganization before h'1ring outs ide of 
tne affected administrative unit or external to the University. 
Internal reorganization schemes will not be undertaken mere!!~ a 
means of demoting~ transferring or eliminating existing em.ployees. · 
2. In any reorganization the Unfveristy's diversity interests and 
affirmative action obligations to minorities, women, handicapped, 
including disabled veterans, and Veterans of the Vfetna. Era will be 
given maximum cosfderatfon. To this end, any reorganization plan must 
be discussed with the._ Affiz:ma.t.inJctlon=:DJr_ec_t.or before being 
implemented. 
3. Unless the reorganized position directly relates to the 
previous job functions of a particular employee all sfaflarly qualified 
employees affected by the reorganization will be given equal 
consideration. 
4. Any additional positions which result from internal 
reorganization will be filled pursuant to the existing affirmative 
action hiring procedures. Internal reorganization schemes will not be 
undertaken to circumvent University affirmative action procedures. 
INTERNAL REORGANIZATION 
GUIDELINES 
For the purposes of these guidelines, reorganization is defined as any 
change in the organization that results in the transfer, demotion, or 
promotion of an employee(s) or the creation or elimination of a position(s). 
Reorganization may become necessary or advantageous in order to 
accommodate changing responsibilities or to manage unit operations more 
efficiently. It is recognized that the reorganization will affect the existing 
employment status of personnel and that new positions may be created. 
Because reorganization may have equal opportunity implications, the Equal 
Opportunity Committee recommends compliance with these guidelines. 
In any reorganization, maximum consideration will be given to the 
University's commitment to diversity and to affirmative action obligations 
for minorities, women, handicapped, disabled veterans, and Veterans of 
the Vietnam Era. To this end, any reorganization plan must be discussed 
with the Affirmative Action Director, the Executive Director of Personnel 
- Srvices, as well as other appropriate administrators 7before being 
iiilpiemented. This review will include an examination of the rationale for 
any transfer, demotion, or promotion of an employee and for the 
elimination or creation of a position. 
When reorganization results in a new or vacant position, all qualified 
employees in the unit will be given equal consideration. Efforts will be 
made to secure employment for existing employees before considering 
hiring from outside the unit or the University. New positions will be filled 
pursuant to the existing affirmative action hiring guidelines. 
Ends>~ by PWC oC Administrative Staff, 111'20191 
Endorsed by the Equal Oppc;rtunity C.ommitt.ee-date 
11/25/91 
DRAFT 
EQUAL OPPORTUNITY COMMITTEE 
REORGANIZATION GUIDELINES 
From time to time it becomes necessary to reorganize 
administrative units within the University to meet· newly 
defined responsibilities or to more efficiently manage unit 
operations. For the purpose of these guidelines, 
reorganization is defined as any change in the organization 
that results in the transfer, demotion, or promotion of an 
employee(s) or the creation or elimination of a position(s). 
Because these actions may have equal opportunity 
implications, the Equal Opportunity Committee recommends 
compliance with the following guidelines: 
1. Efforts will be made to secure employment for existing 
employees before considering hiring from outside the unit or 
the University. 
2. In any reorganization, maximum consideration will be 
given to the University's commitment to diversity and 
affirmative action obligations for minorities, women, 
handicapped, disabled veterans, and Veterans of the Vietnam 
Era. To this end, any reorganization plan must be approved 
by the Affirmative Action Director and the Executive 
Director of Personnel before being implemented. This review 
will include an examination of the rationale for any 
transfer, demotion, or promotion of an employee and for the 
elimination or creation of a position. 
3. When reorganization results in a new or vacant position, 
all qualified employees in the unit will be given equal · 
consideration. 
4. Any additional positions which result from internal 
reorganization will be filled pursuant to the existing 
affirmative action hiring procedures. 
Endorsed by ASC Executive Committee ... date 
Endorsed by Equal Opportunity Committee •.• date 
.- ... 
1- • • 
October 11, 1991 
MEMORANDUM 
To: 
From: 
Marshall Rose . 
Affirmative Action 
SamRamlr~ 
PersoMel Seriices 
Subj: ACfiNG/INTERIM POUCY AND PROCEDURES 
Attached is a copy of a proposed policy on interim and acting appointments 
for administrative staff. The reason for proposing such a policy is that unlike 
the classified staff who have a formal temporary upgrade procedure, and the 
faculty who also have a formal method for making acting appointments, no 
such policy or _procedure exists for administrative staff. 
Personnel Services is periodically asked by hiring departments for guidance 
with respect to this issue, and the proposed policy may provide some 
consistency in the handling of such matters. 
Recognizing that acting or interim appointments may give an appointee an 
advantage for a position when it is filled on a permanent basis, I believe it 
would be helpful if a policy were developed to guide administrators in 
making these important staffmg decisions. In addition to providing more 
consistency to our employment practices, the policy can also be utilized as an 
important professional developmental tool for women, minorities, veterans, 
and the disabled. 
Please give me a call if you believe there is a need for a such a policy and 
whether this issue should be pursued. 
XC 
L. Barber 
J. Moore 
N. Stickler 
· J. Utwin 
,..r.l<aplan 
a neeL 
.. 
• 
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AOJNGaNTERJM APPOINTMENT POLICY AND PROCEDUBFS 
Polley S~tement 
The standard practice for filling vacant administrative positions at Bowling 
Green State Unlv~ty Is to conduct as broad search as possible, to attract the 
best qualified candidates, and to comply with the sphit and letter of equal 
employment opportunity legislation. In those situations where extenuating 
drc:wnstances prohibit the utillzation of a search procest, an alternative 
staffing strategy Is the appointment of an acting/Interim replacement until a 
search can be conducted. 
Stalfmg situations that require appointing an individual in an acting or 
interim capacity, represent an ideal opportunity to utilize women, minorities, 
veterans, and the disabled in positions of increased responsibilities for both 
evaluative and professional developmental purposes. Strong efforts should 
be made to ensure that acting/interim appointments fuHill the University's 
goal of achieving a culturally diverse working and learning environment. 
The purpose of this policy is to establish uniform procedures, definitions and 
guidelines for the selection of acting and interim appointments at Bowling 
Green State University. 
Procedures to Request an Acting/Interim Appointment 
1. A written request with the rationale explaining the extenuating 
circumstances that prohibit a deparbnent from conducting a formal search 
should be placed in writing and forwarded to the appropriate Vice President 
for approval. The rationale should identify the candidate in consideration (if 
any), duration of appointment, and the proposed date that the search process 
will begin. 
2. If approved by the Vice President, the request shall be forwarded to the 
Office of Affirmative Action and Handicapped Services for review. 
3. After review and approval by the Office of Aff111llative Action, the 
initiating department may extend the offer to the appointee and process the 
appropriate paperwork (e.g., new contract, addendum, announcements, etc.) 
~y.-"a .• ' , 
. . ' . 
. ~ ~·: . 
. . ·· .. 
/ 
( 
DcfinltloJII 
Interim: A temporary appointment to a vacant position until a 
permanent appointment Is made throup the a search process. 
Actlfta: A temporary appointment 10 a position vacated by an 
Incumbent who Is ecpected to mum lo the position, at which time the 
•ctma appointment wDI return to thefr tormer poeltlon. 
GcnmJ l'rPrfaJoa. 
Acting and Interim appointments may be made with or without an '\\ 
Internal search process. The President, VJce Presidents, Deans or their :' 
designees are authorized to make acting or Interim appointments with ';; 
or without an-Internal search process. _.:/ 
Interviews may be conducted if more than one Individual is In 
consideration for an acting or Interim appointment. 
Duration of Appointments 
The length of an acting or interim appointmen~ should not exceed 
one year in duration. 
Rcstrldlons 
Individuals serving an interim appointment may be restricted from 
applying for the position at the time it is filled permanently. In those 
cases, this stipulation should be dearly explained to the individual and 
written into the employment contract. 
Contracts 
Individuals selected or appointed to an acting or interim appointment, 
should have an addendum made to their current contract or receive a 
new contract that clearly outlines the terms and conditions of 
employment (e.g., salary, duration, title, etc.). 
1 . . 
QAflpU:OQI 
IDterias A talp)ra1y ~ to a vacant postiCD UDtil. a 
P""""""bt eppointamt is -.s. tbrour#l tM .udl prooeas. 
ActiD;s A ta~puuy ~t to a p:Ctf.al ftcat:e&l bf a 
i.Dcl"'alt Wllo 1a ~ to ntum to tbe poslt:icD, at Wld.da 
tt.. tbe ~ lllPOf;Dtll I It w.U1 1Wtm:Ja to Jaia/bR fomR 
pltlca. 
Dltal.'viam sba1l be OCIIIXIuate4 if IIODt thaD caa hdividual. is in 
ocmsidaratiCD for a actiDJ or intarla appointmaDt. 
'fbe leagtll of a aot:iDq or iDterim appoiDblalts shall DOt nc eelS 
CID8 year in duratiCIIl. 
Restrioticms 
OOnt.racts 
IDctividuals servi.Dg aD iDterla appointmaDt sball be restrictas 
fJ:aD participatiDg iD the search process. 
IDI2ivi4ual.s seleat.ec! or awoiDtecS to a actiDg or iDteria 
appointmant sball receive a contract ~Ill or receive a new 
contract tbat clearly outl.iDas tbe tams ad cxmditicma of 
_ q»loymarat (e.q., sal.uy, ~Suratian, title, etc.). 
If a interim appointee is restricted fJ.'aa IIA,)lyi.DJ for the 
permanent positic:z for any reason tbis stipulation sbauld be 
clearly explained to tbe i.D11ivil2ual aD4 writtaD into the fiJI)loyee 
contract. 
BDISorsed by PWC of Mldnistrative staff, 11/20/91 
Compensatorv Time 
ALTHOUGH THE \VORK WEEK FOR AN~ 
IS NOIU-lALL Y -tO HOURS, there are occasions \'v 
beyond the -tO hours in order to fulfill QBLIGA TIO ~-J.-O~c:'- .;:._(' \f''__Q__If-t"'" 
ADMINISTRATIVE STAFF MEMBERS DO NOi , ~ C;. 
COMPENSATORYTIMEORCOMPENSATIONI ~o~.5 \=:;--,' 
HO\VEVER, IN RECOGNffiON OF TI-lE PROFE~ -~· 3 0 -f d..,y'-oj:\ ·f 
ADMINISTRATIVE STAFF TvlEMBERS, TI-lEY AF --h-. n :::\ 
. ~MD -L"'"' (....' . ...,.. 
FLEA.'1BILITY IN ADJUSTING TI-IEIR \YORK SC ~~ 
WI-lEN WORK BEYOND -lO HOURS BECOMES F Ctrt.t~f'_C.I_c_. tc 
ADMINISTRATIVE STAFF J\.1EMBERS WHO MU~ t\tJC ')u'o:._:;,-,t••'-'- I_:U_ 
I b. ~','l-5 
BEYOND -lO I-lOURS ARE TO BE ALLOWED TI-lE _ .... ~ -.J u.~.:. "'-\_jj~J:Nr 
----
FOR TWO HOURS OR LESS \VITI-IOUT CHARGING THE Tl1\ffi TO SICK LEAVE, 
PERSONAL DAYS, OR VACATION. 
WI-lEN AN ADMINISTRA ffi'E STAFF 1\,lEMBER MUST ROlTTINEL Y \VORK IN 
EXCESS OF -lO HOURS PER \\'EEK, SHE OR HE SHOULD CONTACT 
PERSONNEL SERVICES TO EXAMINE 11-IE JOB DESCRIPTION AND DETERMINE 
IF TOO MUCH IS BEING ASKED OF ONE INDIVIDUAL. IN ADDITION, THE 
STAFF 1\llEI\IffiER 'S SALARY SHOULD BE EXAlvliNED TO ASSURE THAT/ 
COMPENSATION MATCHES TI-lE JOB RESPONSIBILITIES. ADMINISTRA ffi'E 
STAFF GRIEVANCE GUIDELINES IvLI\ Y BE CONSUL TED IF TI-lE REVIEW AND 
SUBSEQUENT RECOMMENDATIONS ARE NOT SATISFACfORY. 
Administrative Staff Handbook: 
Compensatory Time 
lJJ:lJ.g...I-l~tna~t~l~'l-!ml=.t:in~.e-aJr:nrn.~1t:i¥e-sta£:t:.menlbel:-i~~~ed to "'vrl· a 
tn.inimun.-I...fl£-~~100~+-per !,J't't>k. There may be \Xc:asions, however, when it will be 
nece:ssary to work beyond the forty hours in order to fulfill the GORtr~ obligations. N-0 
~e~a-satety-tiH.-"K~i-~wJ-f.f\.r--tll~~ C'~I?L'i'1:~-i-~=•n.etl~...._U:.'1-h~Jlu::;...g.f;._s~P.ti..;~. V...'h-e.A--aR-
alimW~t-a£t~-n~s.-nflm:tal-Jy.Ji&~r~~rk-~ld-th?-f-~..~l:t-i}Hr 
week, it-is--a&-s-tnned-that-th~at-iG-R--J.\l.ill...be-take.R--ink~~.Yr:H-i.t~the-empl~o"'yee 's over-:;ill 
Gflm~OOR--anJ-that--tll~~~~ill--1:1·~ giwn-tl-le*'PPortun.i-t¥-~le.-w~k 
~l1ooYl~~-al..~JIOOJar-~ 
Pkase note: changes to text in the Administralive Staff Handbook ap~ar in upfX"rcase. 
Work Schedule 
A FULL-TThiE AD~UNISTRATIVE STAFF :MEfvffiER IS E.'XPECTED TO WORK A 
40 HOUR \VORK \VEEK. In certain circumstances, it may be appropriate for full-time. 
administrative staff members to aJopt a flexible work schedule. m-ns IS NOT TO BE 
CONFUSED WITH ADWSTMENT OF WORK SCHEDULES DUE TO EXCESSIVE 
WORKLOADS, see COMPENSATORY TllviE.) Such a work schedule must be arranged 
in advance and must be mutually agreed upon between the administrative staff member and 
his or her inm1ediate supervisor, and approved by the. department/area head. Nom1al 
business hours for each office are expected to be maintained. In addition, peti.odk: review 
of an administrative staff member's :fle.xible work Sl"':hedule will be c~ . -mducted by his or her 
immediate supervisor to deternline whether the flexible work schedule should continue. 
Administrative Staff Handbook: 
Work Schedule 
In certain drcmnstances it may be appropriate for full-time administrative staff members to 
adopt a flexible work schedule. Such a flexible work schedule must be arranged in 
advance and must be mutually agreed upon between t11e administrative staff members and 
his or her immediate supervisor, and approved by tl1e department/area head. Nonnal 
business hours for each office are expected to be maintained. In addition. periodic review 
of an administrative staff member's flexible work schedule will be conducted by his or her 
inunediate supervisor to detemrine whetl1er rhe flexible work schedule should continue. 
Pk.ase note: changl'.s to text in the Administrativ~ Slaff Handbook apr-:ar in upJX>rcase 
3/ 
will be forty four days. In case of death, unused vacation will be 
paid in accordance with Section 2113.04 of the Ohio Revised Code. 
This policy excludes medical doctors, residence hall directors, unit 
directors, and employees whose contract period is for less than 
twelve months and who have time off with pay during academic recess 
between semesters, during breaks, holidays, or summer. 
Administrative staff members who are contracted for 12 months but 
who work only part of each week earn vacation on a prorated basis. 
For example, an employee contracted to work fifty-percent for 12 
months and works part of each week, earns vacation at one-half the 
normal rate. Part-time 12-month administrative staff members who 
have completed the equivalent of one full year of service at Bowling 
Green State University are eligible to utilize earned vacation. At 
the time of separation from employment with the University, 
part-time administrative staff are not eligible for payment of 
unused vacation credit. 
The President or Vice Presidents shall be responsible for 
implementing this policy, for authorizing modifications for unusual 
circumstances, and for establishing procedures for the maintenance 
of current vacation leave records. 
At the end of each fiscal year, every staff member will submit to 
Administrative Staff Personnel Services a form approved by the 
immediate supervisor summarizing vacation use, accrual, and balance 
for July-June of that year. That form is placed in the staff 
member's personnel file located in the Office of Administrative 
Staff Personnel Services. 
Questions about the vacation policy and procedures should be 
addressed to the Office of Administrative Staff Personnel Services. 
VOTING TIME 
Administrative staff members are encouraged to vote in local, state, 
and national elections before and after regular hours or during the 
lunch break. When this is not possible, a staff member may be 
excused for one hour to vote with the approval of the immediate 
supervisor. 
WORK SCHEDULE 
In certain circumstances it may be appropriate for full-time 
administrative staff members to adopt a flexible work schedule. 
Such a flexible work schedule must be arranged in advance and must 
be mutually agreed upon between the administrative staff members and 
his or her immediate supervisor, and approved by the department/area 
head. Normal business hours for each office are expected to be 
maintained. In addition, periodic review of an administrative staff 
ember's flexible work schedule will be conducted by his or her 
~mmediate supervisor to determine whether the flexible work schedule 
should continue. 
93 
2. Dismissal or Suspension 
Recommendations for termination for cause noted above 
shall be sent to the President or appropriate Vice 
President with appropriate documentation. After a 
decision tor dismissal or suspension is made, written 
notice shall be given to the staff member involved 
stating all provisions relating to that notice. 
The President or appropriate Vice President aay dismiss 
or suspend the staff member immediately. In the event of 
a dismissal or suspension, the staff member shall be 
continued on the payroll for fourteen (14) calendar days 
following the date of dismissal or suspension. The 
President or appropriate Vice President may continue the 
staff member on suspended status with pay through 
temporary assignment to other job responsibilitles until 
·.the suspension is resolved. In the event the dismissal·· 
or suspension is resolved in the staff member's favor, 
the staff member shall be entitled to full back pay and 
benefits if the staff member had been dismissed or 
suspended without pay. 
C. Release 
Release may be effected in case of financial exigency, or bona 
fide discontinuance of a program or departmental/divisional 
area, and the staff member concerned will be given a ainimum 
of three months written notice; except for the release of 
persons funded by external grants which shall be contingent 
upon the availability of said grant funds. 
A notice for termination for cause or release is not affected 
by Section A (Continuance). 
COMPENSATORY TIME 
Under normal circumstances, a full-time administrative staff member 
is expected to work a minimum of forty hours per week. There may be 
occasions, however, when it will be necessary to work beyond the 
forty hours in order to fulfill the contracted obligations. No 
compensatory time is earned for these occasional extra hours of 
service. When an administrative staff member's normal duties 
perpetually require work beyond the forty hour week, it is assumed 
that this situation will be taken into account in the employee's 
overall compensation and that the employee will be given the 
opportunity for a variable work schedule (See also Holidays). 
DISCRIMINATION COMPLAINT PROCEDURE 
Bowling Green State University is committed to providing equal 
opportunity to all persons without regard to race, religion, color, 
national origin, sex, marital status, age, handicap, or veteran 
status. Regardless of University policy or action, however, an 
29 7-90 
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Compensatorv Time 
ALTHOUGH THE WORK WEEK FOR AN ADivllNISTRA TIVE STAFF MEMBER 
IS NORivL<\LL Y -10 HOURS, there are occasions when it will be nec.essarv to work 
beyond the -Kl hours in order to fulfill OBLIGATIONS OF THE POSffiON. 
ADivllNISTRATIVE STAFF IviEivffiERS DO NOT RECEIVE HOUR-FOR-HOUR 
COMPENSATORY TTh·IE OR COivlPENSA TION FOR SUCH E\.1RA \VORK. 
HOWEVER, IN RECOGNITION OF THE PROFESSIONAL STATUS OF 
ADMINISTRATIVE STAFF MEMBERS, TilEY ARE TO BE AFFORDED 
FLE\.lBILffi? IN ADJUSTING TI-IEIR \VORK SCHEDULES, P:\RTICULARL Y 
\VI-lEN \VORK BEYOND .W HOURS BECO:!'viES FREQUENT OR ROUTINE. 
ADivllNISTRATIVE STAFF IviEMBERS WHO MUST FREQUENTLY \VORK 
BEYOND -10 HOURS ARE TO BE ALLOWED TI-lE FLEXIBILID? TO BE ABSENT 
FOR T\VO HOURS OR LESS \VITIIOUT CH ~RGING TI-ffi TIME TO SICK LEAVE, 
PERSON.<\L DAYS, OR VACATION. 
WI-lEN AN ADMINISTRATIVE STAFF IviEivffiER MUST ROUTINELY WORK IN 
EXCESS OF ..J.O HOURS PER \VEEK, SI-IE OR I-IE SHOULD CONTACf 
PERSONNEL SERVICES TO E."XAMINE TI-lE JOB DESCRIPTION AND DETER..MINE 
IF TOO IvfUCH IS BEING ASKED OF ONE INDIVIDUAL. IN ADDffiON, THE 
STAFF 1\-fEivffiER'S SALARY SHOULD BE EXAMINED TO ASSURE TI-L~T 
COMPENSATION IvL~ TCHES TI-IE JOB RESPONSilliLITIES. ADivllNISTRA. TIVE 
STAFF GRIEVANCE GUIDELINES Ivl~ Y BE CONSULTED IF THE REVIEW A.ND 
SUBSEQUENT RECOMMENDATIONS ARE NOT SA TISFACfORY. 
Work Schedule 
A FULL-TIME ADI\IINISTRATIVE STAFF IvfEivffiER IS E.XPECfED TO \VORK A 
40 HOUR \VORK \VEEK In certain circwnstances, it may be appropriate for full-time 
administrative staff members to adopt a flexible work schedule. (THIS IS NOT TO BE 
CONFUSED \VITI-I ADJUSThiENT OF WORK SCHEDULES DUE TO EXCESSIVE 
WORKLOADS, see COI\·lPENSATORY TllviE.) Such a work schedule must be arranged 
in advance and must be mutually ~greed upon between the administrative staff member and 
his or her immediate supervisor, and approved by the department/area head. NORM~ 
BUSINESS HOURS FOR EACH OFFICE ARE EXPECTED TO BE M.A.INTAINED. In 
addition, periodic review of ru1 administrative staff member's flexible work schedule will 
be conducted by his or her immediate supervisor to detennine whether the flexible work 
schedule should continue. 
Please note: ch~mges to text in the Administrative Staffl-11.ndlx.XIk appear in uppercase. 
DRAFT 
Date 
:MEMORANDUM 
TO: 
FROM: 
RE: 
Administrative Council 
P. Olscamp 
L. Barber 
E. Clark 
C. Dalton. 
Administrative Staff Council 
M.Edmonds 
G. Finn 
R. Martin 
P. Mason 
Request for Handbook Revision Relative to 
Excessive Workloads and Flexible Scheduling 
During the past year, the hiring freeze on ~ampus has had far-reaching effects on all 
campus staff. While university staff numbers have diminished, the workload has not 
decreased correspondingly. In order to meet the needs of the University, many 
administrative staff have taken on additional responsibilities without compensati.Jn. Two 
of the goals for 1991-9:.! approved at the October 3 Administrative Staff Council meeting 
are to addl·ess the issues of excessive workloads and the consistent application of existing 
workload policies and to address the issue of flextime and the consistent application of the 
flextime policy. 
Administrative staff are not compensated in either time or pay for extra hours of 
service. Several problems have arisen with this policy. Because Administrative Staff 
receive no compensatory time, some supervisors have interpreted the policy to mean that 
even though staff membe.rs may have, for e.xan1ple, worked ten or twelve hours one day, 
they do not have the flexibility to come in one hour later or leave one hour earlier the next 
day or some other day. Of primary concem to ·administrative staff is the instance when it is 
necessary for an administrative staff member lO frequently or consistently work beyond the 
40 hour week and yet be denied the fre-edom to rake :m hour or two off on a slower day or 
to go to a medical appoinnnent without daim:ing sick leave. Currently, some supervisors 
permit administrative staff to adjust their W1.xk schedules to compensate for tl1e excessive 
workload. Unfonw1ately, some either do not pem1it schedule adjustment or grant it very 
begrudgingly. 
An additional, complicating factor is that in the cases where a supervisor will allow the 
staff member flexibility in the work schedule, often tl1e work load is so heavy that the staff 
member crumot, in gOt.xi conscience, take any time off. Some may argue that no one 
requires administrative staff members to work extra hours. \Vhile it can be true that a 
supervisor may not require that extra hours be spent on the job. we as professionals are 
dedicated to perfonning our jobs in a professional mrumer (i.e., we know what must be 
done to fulflll d11:~ requirements of the position and to accommodate the needs of the 
University.) 
ASC 
Request for Handbook Revision 
Page2 
We recognize that there may be staff members who work beyond 40 hours merely 
because they are inefficient. That is a problem that should be addressed by the supervisor 
and falls outside the realm of our current recommendations. 
Re.cendy, Juring a question and answer session in a meeting of d1e Administrative Staff 
Council, John Moore, the Executive Director of Personnel indicated that, in recognition of 
the professional status of adminisrrative staff and the lack of compensation for overtime, it 
was his opinion that administrative staff should be afforded flexibility in their work 
schedules to accommodate frequent or routine overtime. The Council agrees that even 
though administrative staff members do not receive hour-for-hour compensatory time, the 
professional status of the administrative st.:'l.ff merits flexibility in adjusting work schedules 
when frequent or routine overtime occurs. Administrative staff members should be 
allowed to arrange work schedules that compensate for frequent overtime while, at the 
same time, accommodate the required responsibilities of the position. 
We emphasize that we are not seeking hour-for-hour compensatory time. We strongly 
believe., however, that two major changes must be made: 
1. Administrative staff members who frequently work beyond -tO hours should be 
allowed flexibility in their work schedules so that they can use blocks of less than two 
hours on other occasions without charging the time to vacation, skk leave, or personal 
days. 
:2. There should be ~m assessment of the workload of administrative staff. Budgetary 
cutbacks have de\."7eased the ranks of the staff, yet there has been no lessening of the 
amount of productivity e:\.-pected. In some cases, even more is being expected, but with 
fewer staff members. 
The Administrative Staff Cowtcil presents the attached substitutions for the current 
Compc:ns.'ltory Time statement (p. ~9) and the \York Schedule statement (p. 93) of the 
Administrative Staffi-Iandbook. 
ASC/pwc 
attachment 
c: J. Moore 
DRAFT 
Date 
MEMORANDUM 
TO: 
FROM: 
RE: 
John Moore, Executive Dire.ctor 
Personnel Services 
Administrative Staff Council 
Personnel Welfare Committee 
Request to Present Handbook Revisions to Ad Council 
Enclosed you will find a memorandum from Administrative Staff Council to 
Administrative Council with proposed handbook revisions attached, We ask that you 
review these materials and forward them to Ad Council for their action. 
Tlris comnrittee appreciates your guidance and welcomes your comments or 
suggestions prior to disribution of 1:he memorru1dum to Ad Council. 
ASC/PWC/bjs 
enclosures 
37 
November 14, 1991 
MEMORANDUM 
TO: 
FROM: 
RE: 
ASC Executive GJtnmittee 
Josh Kaplan, Chair 
Ann Bowers, Chair Elect I Deb McLaughlin, Secretary 
PWC Subcommittee 
E. O'Donnell 
B. Stearns 
N. Stickler 
Draft Revision ofi-IandlxXlk Comp Time/\Vork Schedule Policies 
The attached document drafts are ready for your review at the next Executive 
Committee meeting. 
/bjs 
Office oi the Dean • ~.:H l•?rurrte Librarv • Bo.vlin.:! Gret.">fl. Ohio 43·103-1)170 • 14191 37:!-:!856 
Libraries and 
Learning Re><:•urce3 
Exec Committee Agenda 
9·cf..}_ f tL·'- , __ J-,~ P"u-~ 
1. Handbook changes ~ 
tL t;tz~_ C.A.f/)1....~ t/j_b 
November 12, 1991 
P.• .. ·-~(7_. 
2. Mid year salary increase 
--_:· (·J' (I l1ur ·_ ·; 1 
'-#,' .. /~ 1.,.1 ( , __ .'t ~-'· '"'' 1.. 
£lt ,._ Et... ;.Ji·,··-~"~ 
~- /31..-cc/::.! t/• rrl:j?-·1. 
;~'!'-,-- &n·-'T:.-,_:J-' 
{ fL -/v /;x_ , :~c,__::t 7~' .. --h'. (..t'J t. ·~! ._ t.. ,jL fr-1:-6 L·-~-;- 1..J ,_ \ J-,.:...1 ·-"-j-
Al..L-£,..,._,, ·-'--~·.c,'_,-._T.::r_r .. ·-· ( 1.t. l'l·-v_j_,_._, 
3. Succession planning ( f:-1-ji D.:c' ~:-,...,.:,._._..~,_._) :t::(J,.•?...--
(1::-l:t::· ,: . .1·-: •·->~+- 1 11/ -/-u I· 1 , , · ., t , ~ .-.- 1 CiJ rr r:" ~., '- - ·· · ~· ·-p- ti-1- k.-'·~ . .:... { _. LJ...v.:.J.-~:.....r.- 1"-..:.·j· • - = 
11 
·'\ / ·- l ·1·1n· · ~ 4. December guest - ClarJ.:? Edmonds? Mason? .,_)-.:· 11 v·-·.:. ~ t --
1?,-w, Lru-, .::...~-~-:t_ L · 
u /1..L~ -r_ L '• '.' .Ll~- ./ ., I i, 7 5. Good of the ofder~' - -r .... ;y··- -- . 
Administrative Staff Council 
Executive Committee 
November 12, 1991 
Absent: Palmisano, Ruma, Buckenmyer, Bowers 
Jill Carr reported on her attendance at the President's Panel. ASC was the 
only body to send agenda items which included salary, child care and 
workloads. 
Changes to the handbook were discussed. A draft of a memo was distributed 
that would go to John Moore (personnel) who is to forward them to Ad 
Council. The revised policies are for compensatory time and work schedules 
(see attachments). 
Mid-year salary increase--A memo from the salary committee will be 
forwarded to Ad Council stating last year's salary recommendation with a 
cover letter stating that this year's CUPA figures are just in so we are 
sending last year's figures as a reminder of our desire for mid-year 
adjustments if possible. 
Succession planning--A survey developed by the professional development 
committee was distributed. Josh is to introduce the topic of succession 
planning and the survey at the December trustees meeting (personnel 
committee). 
Discussion turned to selection of a guest for the December ASC meeting. 
First choice was Ron Lancaster to talk about CUFS. Second choice was Phil 
Mason. Denise Trauth will be asked for January to talk about 
accreditation. 
Mclaughlin asked if any bylaws issues need to be addressed. She will check 
with Greg Jordan to see if any changes are left to be made from last year. 
Next executive committee meeting is Nov. 26, noon. 
a u us 
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EXECUTIVE COMMITTEE 
ADMINISTRATIVE STAFF COUNCIL 
NOVEMBER 26, 1991 
Absent: Bowers, Stickler, Palmisano 
Hnadbook changes on compensatory time and flexible warY. schedule were 
discussed and approved for forwarding to Personnel. 
An equal opportunity statement on internal reorganization was distributed, 
both the original version from Marshall Rose and the revised versions, as 
revised by ASC Personnel Welfare Committee and Josh Kaplan. At the next 
executive committee meeting, we will discuss this. 
A policy drafted by Sam Ramirez regarding the appointment of 
acting/interim positions was distributed by Cindy Puffer, PWC. PWC had 
revised this policy and forwarded it to executive committee for its 
action. After discussion, we decided to call Cindy Puffer with any 
suggestions before the next PWC meeting on Dec. 4. 
The agenda for the Dec. 5 ASC meeting was set with the guest to be Ron 
Lancaster, Project 90. 
\ 
Executive Committee Agenda November 26, 1991 
1. Final approval handbook changes - comp time and flexible 
schedule 
2. EOC Reorganization Statement(s) 
Marshal Rose letter 
PWC ',J Cfl_ ,--l_!l_'LY-i.:'C. 
I i . . I . , L..) • -(i-. -.._, hL ;;_t _i,.fo;t_'C ~.:-)-..-(··- h--:la .:_~L LCI c..-·--=>·=· -~-~·-·-~· _ L:! .~ 'L;:J-L_, _ ...... _ -
(1_~_.. ·c.~-'.l ,'.J1.1L_.:.:.,,' :v-:..~ _.t.-,,_:..-._·t_:...:r t. I ht J.? .• , -.. .J- D. tf, -;:1---
" - - - -:-L.- .. • -- . -~ c) 
3. Acting/Interim Policy and Procedures 
4. Agenda for ASC meeting, December 5, 1991 
Guest is Ron Lancaster 
Minutes 
Chair Report 
Secretary Report 
Handbook Changes (PWL-s-tv{t-) 
Committee Reports 
Good of the Order 
TO: 
Bowling Green State University 
Univa~ity 1-i.::onorc Program 
231 Admini.;trati.:;r; Building 
Dowling Gre.on, •Jhic. 4:'.403-0014 
(419) 372-8504 
Cabl<:: GGSUOH 
Administrative Staff Council Executive Committee 
FROM: susan Davenport Darro~1, Chair9J"? ·1 A,__r... 
Scholarship Commi tte:e // --10Jlf &:;_~~1Jv-_ 
DATE: 4 December 1991 O,OIY'- N ~) o py-~cr 
RE: Proposed changes for-~sc Scholarship application an1 proce:ss 
Since there was much difficult::l in differentiating between many 
fine applications last year and some inconsistency in Committee 
members' jud~ment of specific files, as well as financial information 
that was misleading, the 1991-92 Scholarship Committee has proposed 
the follo\'ling changes in the ASC Scholarship application and process: 
--the publicity should state e:.:plicitly that both part-time and 
full-time students qualify for the ASC Scholarship 
--all applicants should include a transcript 
--all applicants should include a list of 3 references with phone 
numbers 
--the Committee will inter1iew the top 3 to 5 finalists 
--the application "t·lill have an e:ssa~T component on the attached 
topic and be 500-800 v10rds in len·~th 
--the committee vlill devise a scoring mechanism to judge applic:t-
tions 
--the committee will attempt to get financial need information on 
each applicant based upon UUHET HEED r.:tther than just "need" 
(last year several nat. Merit students applied even though 
they have all tuition, fees, room and board paid.) 
--the committee will publicize the availability of the scholar-
ship more widely -- through the colleges as in the past, but 
also through Continuing Education, ads and personals in the 
EG Hews and Honitor and through student organizations and 
other offices on camps 
--Pre-Major Advising \·Tculd be added to the list of colleges on the 
application form _ 
--the applic:ttion form would include more room for listing of 
activities and honors and would ask specifically about 
leadership roles 
--the application -v1ould as}: for information on educ.:ttional goals, 
family situation and specific information on amount they 
already receive in scholarships and grants 
--applicants would be asked to continue on another sheet if they 
find that they need more space to fully describe their 
situation 
--it would be spelled out in the application that the scholarship 
is to be used for continuation of undergraduate study, not 
for graduate work 
r w.;i1;~~s~:~-i~ttf~if~·£1~~~~-~-~~~~i~;~~1f!~~-~~;~~;;~~~f~~~;~:!{ ~Ad _:~~-.:~i:~if~~0~~~~.:±-.E2~~~t~s 
~·.;;:~~::-:·_;·: .~-e-commenaa:t:ions, __ canLtell ;us·~_about,J-~nyi§.a."iiciidate::.;,_._ v1rite an ~-essay"'::on:'~.:: ,._- · 
~.:\::7:.~;;:;:-something ,·_about _--you[;that~:we:_might; iiotfJI~arn· from,._the~_rest _of :~,Tou£~}.::::- - __ . -
:~"~@:::'"application;;•,';~~: You·:.can··approach this ·es·saYiii'_a variety of ways.- -You- --:<•-:·:: 
;.:r;;\~7:~ may: wri teiXabout- familY:.· situations/.: school· or community events to-· which ;._ - - --_ 
__ .,~.,.-'~:;£'you have.~hadcstrong:_reactions·;· people_- who have influenced you;' ___ ;----:~.:--::.~--- . 
-: ,_., .• ~8kfJ:_sig:r;ificant.~;e::-:p7ri~ricesi;·~-p-erson~r aspirations,- or_-: more generallY;,.~-~<-~- _____ _ 
r;:~~;;-:-K.:;;;topl.cs-.: that·:;·sprl.ng:~-from the·:- life of the imagination. -·~ There is no.~: - · 
~~~i~1;~:~L~· correct·-~: way . to -respond -to : '!:his_ essay_ -request.-. -:- In-__ -writing about .::,- .. ,_ - ------
:-;:s!~.::~:something:that:·matters:to you;_ you-will conve~{a sense of yourself to•-· 
·~~~~:::~~~~~-~,=;~·~:~:··~:·~~f,·;;-.--:.:=:o•_ :. -- --- ~, ·-"--- . _ _.--- - - --------- - -- ~,.."~~ _---. 
·-··· -----~ 
--the application would include the listing of present employer(s) 
and employers' phone number(s) 
--the application 't-rould include a "release of information" state-
ment so the committee could seek further financial 
information if needed 
--the applicants 't'tould be as}:ed to state what' their UUMET 
financial needs are 
--any other specific financial information devulged by the k~ 
applicant "t-rould be ·optional. ,~wY" ~y 
--the application would as}: each applicant to provide the amount~\~"' \;JD 
of this academic year's educational expenses, the amount of '\.~.. 
scholarships received for this academic year as 't·lell as J-'u 
amounts of other financial aid, including grants and loans r-aj; . 
received througi; federal and state programs. It 't·Tould also p.l jLl·6:f10 
as}~ them to est~mate costs and expenses for the 199~-93 tcrr· 
academic year 
--the applications would be sent directly to qualifying students, 
rather than asking Colleges to for't'Tard applications to 
qualifying students 't'rithin their college -- thus gi.,ing ASC 
more control over when the applications are mailed out and a t~ 
certainty that they actually are ~ . (ettv~ :~.~:) 
--the applications would be returned to the chair of ASC, rather ~ ~~ 
than the Financial Aid office, thus ma}:ing it clear to , 
applicants that the responsibility for the scholarship 
rests with ASC rather than the FASE office and saving the 
FASE office from having to }:eep trac}: of, store, and ans"t-ter 
questions concerning the scholarship 
~-letters concerning outcome should be sent to the winner and 
those 't~Tho apply and do not receive the scholarship 
--the scholarship 't-rinner should be photographed, and publici t:z·) ~ d.~ 
concerning the scholarship and the winner should be ;~ ~~l 
publici=ed both on campus and in the winner's home town 
--if it does not already exist, a budget should be established to 
cover cop~~ing e:-:penses, publici t~· expenses and phone calls 
necessa~J for the administration of the scholarship 
t 
Proposed 1991-92 Administrative Staff Scholarship 
Committee Timetable 
Uov.- Dec. F.evievl l::.st year's committee files, ma}:e 
proposed changes, and submit proposed 
changes to ASC E:-:ecuti·.Te Committee 
Dec. 
Dac. 
Jan. 10 
Recommoandations fonmrded to A.SC Executive 
Committee 
E:-:ecuti ve Committee approves proposed 
chang~s;:.· 
... ~ . 
Send application form to printer 
Send request to Registration and 
P.ecords for labels for top 10% of class 
in each College after Fall 1991 . 
Term 
Committee 
Ch:lir 
Chair 
Jan. 15 Mail applications to qualified students Chair 
Feb. 21 
Feb. 22 
Feb. 25-
Harch S 
Harch 3-30 
April 6--
April 15 
April 20 
April 25 
Hay 
April-Ma~{ 
with cover letter 
Send e:-:tra applications to the FASE 
office, Off-Campus Student Center, 
Honors Program, Continuing Eduation 
office, Coop office, Multi-Cultural 
Affairs office, Pre-Major ad .. ! ising 
office, and all college offices. Ask them 
to encourage students to apply 
Deadline date for applications, 5 p.m., 
Applications received by ASC chair 
Applic.ations ta}:en to F.~SE office 
Financi3.l ldd office determine unmet need 
of each applicant 
Indi .. lidual revie't·l of applications, ·;rrcup 
review of applications, finalists 
determined 
Interview finalists 
Scholarship recipient chosen 
Letters sent to winner and losers 
Report to ASC on scholarship recipient 
ASC Scholarship Fund Drive 
Chair 
Committee 
Committee 
Committee 
Chair 
Chair 
ASC 
PERSONNEL WELFARE O:f.1MI'ITEE 
Agenda - Dec 4, 1991 
1o Vacation for Gl:.ant Funderl Employees - tlpjate 
2 o Driver Insurability Policy stateJ.'lll!"_nt 
3 o Goo:l of the Order 
4 o EDC Up:iate 
5o Act:ing/Interim Policy statement 
General Guidelines 
Definitions 
Interim: A tenporary appoinbnent to a vacant postion until a 
pennanent appointlre.nt is made through the search process. 
Actin]: A tenporary az:pointlre.nt to a position vacated by an 
incumbent who is expected to return to the position, at which 
time the acting cq:pointment will return to hisjher former 
position. 
General Provisions 
'!he Presidents, Vice Presidents, Deans or their designees are 
authorized to make acting or interim appointm:mts without an 
internal search process. 
Interviews shall be corrlucted if m::>re than one irrliviclua.l is in 
consideration for an acting or interim appointment. 
Actirg an:i interim appoint:m=>...nts shall be made in accordance with 
with affinnative action guidelines. 
Duration of .Amx>intments 
'!he leD3th of an acting or interim appointm:mts shall not exceed 
one year. 
Restrictions 
O>ntracts 
Inti viduals serving an interim appointment shall be restricted 
from participating ~ the search ·~· 
ly. 
Individuals selected or appointed to an acting or interim 
appointm:mt shall receive a contract adderrlum or receive a nev1 
~- contract that clearly outlines the terms an:i conditions of ~ enployment (e.g. , salary, duration, title, etc.) • 
}· '~vV...(W an interim appointee is re::.-tricted from applying for the 
~fl \ ~nnanent p:>Sition for any reasoq1-.this stipulation should be 
'- clearly explained to the ililivi~l and written into the e:nq:>loyee 
contract. ~ 
J 
Endorsed by ~qc of Administrative Staff, 11/20/91 
~}] 
D~[("'f=O Bowling Green State University ~· = 
~I -.:::::::::::J~'\:7 
EQUAL OPPORTUNITY COMMITTEE 
REORGANIZATION GUIDELINES 
.'.dmini>tralive :::taff Council 
Bowling Green. Ohio -C-103-0JlJ 
From time to time it becomes necessary to reorganize 
administrative units within the University to meet newly 
defined responsibilities or to more efficiently manage unit 
operations. For the purpose of these guidelines, 
reorganization is defined as any change in the organization 
that results in the transfer, demotion, or promotion of an 
employee(s) or the creation or elimination of a position(s). 
Because these actions may have equal opportunity 
implications, the Equal Opportunity Committee recommends 
compliance with the following guidelines: 
1. Efforts will be made to secure emplo}~ent for existing 
employees before considering hiring from outside the unit or 
the University. 
2. In any reorganization, maximum consideration will be 
given to the University's commitment to diversity and 
affirmative action obligations for minorities, women, 
handicapped, disabled veterans, and Veterans of the Vietnam 
Era. To this end, any reorganization plan must be approved 
by the Affirmative Action Director and the Executive 
Director of Personnel before being implemented. This review 
will include an examination of the rationale for any 
transfer, demotion, or promotion of an employee and for the 
elimination or creation of a position. 
3. When reorganization results in a new or vacant position, 
all qualified employees in the unit will be given equal 
consideration. 
4. Any additional positions which result from internal 
reorganization will be filled pursuant to the existing 
affirmative action hiring procedures. 
Endorsed by liSC Personnel Welfare Committee 12/5/91 
Endorsed by ASC E:.:e.::utive Committee ... 12/10/91 
Endorsed by Equal Opportunity Committee ... date 
so 
12/10/91 
MEMORANDUM 
TO: Marshall Rose, Director 
Affirmative Action 
FROM: Josh Kaplan . / J ~ ~ 
Chair, ASC ~ fL..t' 
RE: Reorganization Proposal 
.\.:lro-.iniArative Staff Cvuncil 
Bu\·vlin~ 1:;r~en. C'hk· -tJ4C•J-OJ7) 
I know you have been aware of the extensive discussion and 
study of the Equal Opportunity Committee proposal of last 
April. I am pleased to enclose a copy of a revised proposal 
that has been endorsed by ASC's Personnel Welfare and 
Executive Committees. I hope that it will be acceptable to 
the Equal Opportunity Committee as well. Please let me know 
if I can be of any further service in this matter. 
cc: ASC Exec. Committee 
S/ 
_,. 
Executive Committee Agenda December 10, 1991 
~ ~c~vcrP. 
1. EO~ Ifc>rganization Pol;uf 
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2. Temporary/Interim Appointme~ts 
DL e-/ Jh·--1!.1. t...(l:V>-J•;:_ -f-r 5 [!l~,_; W- '-J..._ f$ 
3. Scholarship application process 
New criteria and forms 
How we distribute forms and publicize to 2,000 eligible 
students. Cost, can not rely on colleges, etc. 
~- ...,..,. ' { . - A 
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· 4 .l IDs, whether ss # should be defeted. (Call from Dave '~ 
·Weekley) OGI3;t/J 
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5. January 9 ASC r.teeting guest. Phil Mason? Denise Trauth? ']~.':.·fa./~ 
C/ ' 
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7. 125K Plans 
Bowling Green State University 
TO: 
Univf=r,ity Honor: Program 
231 Admini;trativn"3uildin~ 
Bowling Cr~.;,n, C•hi.:. -IJ403-001-I 
(419) 372-8504 
Cable. BGSUOH 
Committee 
FROH: 
Administrative Staff Council Executive 
Susan Davenport Darrow, Chai~.~~/ 
Scholarship Committee 
DATE: 4 December 1991 
RE: Proposed changes for·~sc Scholarship application and process 
Since there was much difficulty in differentiating between many 
fine applications last year and some inconsistency in Committee 
members' judgment of specific files, as well as financial inform~tion 
that was misleading, the 1991-92 Scholarship Committee has proposed 
the following changes in the ASC Scholarship application and process: 
--the publicity should state e}~licitly that both part-time and 
full-time students qualify for the ASC Scholarship 
--all applicants should include a transcript 
--all applicants should include a list of 3 references with phone 
numbers 
--the Committee will interview the top 3 to 5 finalists 
--the application will have an essay component on the attached 
topic and be 500-800 words in length 
--the committee will de'\·ise a scoring mechanism to judge appli.=a-
tions 
--the committee will attempt to get financial need information on 
each applicant based up.:m UHHET HEED rather than just "need" 
(last year several U~t. Herit students applied even though 
they have all tuition, fees, room and beard paid.) 
--the committee will publici::e the availability of the scholar-
ship more widely -- through the colleges as in the past, ~ut 
also through Continuing Education, ads and personals in the 
BG Ne\·ls and Honi tor and through student organizations and 
other offices on camps 
--Pre-Haj or Advising vlould be added to the list of colle·~es c·n the 
application form 
--the application form w~uld include m0re room for listing of 
activities and honors and would ask specifically about 
leadership roles 
--the application would ask for information on educational g2als, 
family situation and specific informatic.n on .:~mc.unt they 
already receive in scholarships and grants 
--applicants \vould be as}:ed to continue on another sheet if they 
find that they need more space to fully describe their 
situation 
--it would be spelled out in the application that the scholarship 
is to be used for continuation of undergraduate study, not 
for graduate work 
--the application would include the listing of present employer(s) 
and employers' phone number(s) 
--the application would include a "release of information" state-
ment so the committee could see}: further financial 
information if needed 
--the applicants would be asked to state what their tn~mT 
financial needs are 
--any other specific financial information devulged by the 
applicant would be optional. 
--the application would ask each applicant to provide the amount 
of this academic year's educational expenses, the amount of 
scholarships received for this academic year as well as 
amounts of other financial aid, including grants and loans 
received through federal and state programs. It would also 
ask them to estimate costs and expenses for the 1992-93 
academic year 
--the applications would be sent directly to qualifying students, 
rather than asking Colleges to fo~1ard applications to 
qualifying students within their college -- thus giving ASC 
more control over when the applications are mailed out and a 
certainty that .they actually are 
--the applications would be returned to the chair of ASC, rather 
than the Financial Aid office, thus making it clear to 
applicants that the responsibility for the scholarship 
rests with ASC rather than the FASE office and saving the 
FASE office from having to keep track of, store, and answer 
questions concerning the scholarship 
--letters concerning outcome should be sent to the winner and 
those who apply and do not receive the scholarship 
--the scholarship winner should be photographed, and publicity 
concerning the scholarship and the winner should be 
publicized both on campus and in the winner's home town 
--if it does not already exist, a budget should be established to 
cover copying e)~enses, publicity e)~enses and phone calls 
necessary for the administration of the scholarship 
-re-cotlllilenaa~I~~~e c:~e t;f~~~=~ions· to :w~~~g~ades,··. sco~es, and: - , _ ··. 
something.about you:that·we··=~~~~"~!lit:i~:l1d~d;te. Wr~te an essay on 
application.· You can a roach : 0 : ean:. rom tJ;le.rest of your 
may write about family ;l tuatio;~~-~ s~~~ar ~n a var~7ty of ways. You 
y~u ~a~e.had strong reactions, pe~ple w~o ~~v~orm~~~ty~events to_which s~gn~f~cant experiences . 1 . . n uen~ed you, _ topics that-· . f ' persona asp~rat~ons, or - more generally 
"correct'.'. w~;p~~nies~~~d t~~ ~~~e of the imagination. '!h7re is no . 
something·that·matters to you ~yso~ss~lylrequest. In wr~t~ng about 
us. · ' w~ convey a sense of yourself to 
. ·~. 
Proposed 1991-9:2 Administrative Staff Scholarship 
Committee Timetable 
lfov.- Dec. Revie'tv last year's committee files, ma}:e 
proposed changes, and submit proposed 
changes to ASC E:·:e.:::uti ve Committee 
Dec. 
Dec. 
Jan. 10 
Rec•:lm.mendations for"t•Tarded to ASC Executive 
Committee 
E:·:e.::uti ve Committee approves proposed 
chang~s:: . 
... 
Send application form to printer 
Send request to Registration and 
Records for labels for top 10% of class 
in each College after Fall 1991 
Term 
ss 
Committee 
Chair 
Chair 
Jan. 15 Hail applic:l.tions to qualified students Chair 
Feb. :n 
Feb.25-
Harch 3 
!-!arch ~·-30 
April 6--
April 15 
April ::!0 
April 25 
April-Hay 
with cover letter 
Send extra appli::3.tions to the FASE 
office, Off-Campus Student Center, 
Honors Program, Continuing Eduati.:.n 
office, Coop office, Hulti-Cultural 
Affairs office, Pre-Hajor advising 
office, and all ~ollege ~ffices. Ask them 
to encourage students to apply 
Deadline date for 3.pplications, 5 p.m., 
Applications r.sceived by ASC chair 
Applications ta}:en to F.~SE office 
Financial Aid office determine unm.::t n-=ed 
of each applicant 
Indi""~:idual revieo;v of applications, ·;roup 
review of applications, finalists 
determined 
Interview finalists 
Scholarship recipient chosen 
Letters sent to winner and losers 
Report to ASC on scholarship recipient 
ASC S::hol.3.rship Fund Drive 
Chair 
Committee 
Committee 
Committee 
Chair 
Chair 
ASC 
Absent: Palmisano 
Executive Committee 
Administrative Staff Council 
December 10, 1991 
The EOC internal reorganization policy. Our version will be sent to 
Marshall Rose by Josh. 
Sh 
Policy on interim-acting appointments is to be forwarded to Sam Ramirez by 
Josh. 
Susan Darrow spoke on changes to the process of awarding the AS 
scholarship (attachment). Exec. committee would like to see the revised 
application form before agreeing to any changes outlined in the attached 
proposal. Josh will check if administrative costs of the scholarship can 
be funded by the ASC foundation account. It was suggested that to save 
costs only on-campus eligible students would be mailed an application; 
off-campus students would have to find theirs in their on-campus mailbox. 
A small budget was recommended for advertising. 
Discussion turned to whether Social Security numbers should be deleted 
from employee IDs. John Buckenmyer will call Dave Weekley with our 
concerns about public use of SS numbers. 
January ASC agenda was set with Denise Trauth to talk on the upcoming 
accreditation. Mid-year committee reports will also be on the agenda. 
Concerns about driver insurability has Josh checking on the policy 
requiring dismissal or suspension for drivers of University vehicles who 
become uninsurable through a record of traffic violations. 
Whether or not we can use our 125 plan for other expenses such as 
child/elder care and unreimbursed medical expenses is another subject Josh 
will be inquiring about. 
Executive Committee Agenda January 14, 1992 
1. Paul Yon - ERIP update - hu-.. d41t-·6 
J~·~r.fur<LJ;~ 
2. Handbook 
a. move charter and bylaws to appendix - not till 
reprinted 
b. other errors in charter changes to be fixed 
~-
(J_j11'1.A./)t(_, 1"-.-0 
&v.,v1-A-
c. participation statement not added - discussed with 
Walt Montenegro and John Moore and they may be able to get 
this included 
d. contract changes (job description to be part of 
contract) - "on hold" and some hint that this will be 
discussed further along with changes in the evaluation 
process ~~~~L 
e. did not change hour limits for pe1!!1811Reir days, but 
this is not a dead issue as it can still be modified even 
after implementation. 
f. compensatory time and flexible work schedule changes 
were rejected by Administrative council. 
' 1.-l41..~t'7r f=•(L.L-Lu k!-t-1' .. L.!-.H<-L..(~,_ {l;__:ht.-,Ll:t-r; '-.::• ~ /:J.(_tr,J-U jt-
'-J1L- Ll"•<-{f._ ~til I.e L-f OUt..lt..n.JL.l'.....J •• 
3. Follow-up on driver insurability, conversation with Dean 
Gerkens 
{n•.J1-'If 2-n .. v-t .ta (~L!. .._f:-.:., L ,_.~""" ~-'-·ut cL 'Lt.L·~-c ·~ /..C• ,:ct -'b-..u.::f 
4. Follow-up on 125 plan. Meet today with Senate Exec 
Committee. 
5. Speaker for February 6 meeting. PU? 
6. Salary recommendations - timing - can full ASC authorize 
Exec Committee to approve salary recommendations? · 
57 
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Executive Committee Agenda January 28, 1992 
l.Phil Mason to be guest in February. Possible 
issuesjquestions? 
2. John Moore update. Have not yet discussed with him our 
desire to have a rep at Ad Council when they discuss our 
proposed handbook changes. 
2l\ Q.t:u~~-~ tu_ '1\d.-'-\ f' t :..:.._,.,-,_,_) .. )! .. .,_~•···· ('._( ,: .,c A 
u \) ~ - 0 t.'l. --· . 
3. Funding for part-time supervisor for BG EFFECT. 
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4. ERIP update. 
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Executive Committee Agenda ~March 11, 1992 
1. Professional development funding application 'ZJ.YLL~·&uGL-I\cU'Aw.-- IL.Lr'-J\A.ft_ .. :t dtn'->~·._ b .. _:!- ~'t.·v'.d. i.£.}1'-1 <·~ ~fl· .. -v ... .;h,~ 'j tu~J_Lv_,_,:_,_/,_ rJ_o 
JUl. {'_c_.c:;.;-, 
2. Job description for Director, Administrative Staff 
Personnel Services 
Gc..0-'uv~u ... h'-6~-·~'~ Yt;\L.:_Llh:L~ Ltpptrr-._,..tJ -{;:. -h•J.:.\. -h.1 '5.1'·11 -·?J.:JP-~ 
3. State-wide communication network for administrative staff 
. . 
u~·{'r .. L ~-: ,_,_ •• 0 . ~-· v-·~ ,XL--. -~·-'J-<- ·-...z..--
4. Succession of committee chairs and transfer of records 
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Executive Committee Agenda February 25, 1992 
1. Pat Green, Professional Development 
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Administrative Staff Council Professional Development Grant Request 
Name __ _ Area/Department ___________ _ 
Amount of Request ______ _ Area/Org to be Credited. __________ _ 
Statement of Purpose of Request 
DeSl.Tiption of Event: 
Is this an event your department nom1c11ly funds? __ _ 
--- -- ---·----
Benefit to BGSU: 
Is this the only source of r~uest for funds? __ _ If other specify _________ _ 
Breakdown of Expenses: 
Have you requested funds fonn A ... C:C previously? __ _ 
If so when? 
For what reason? 
How much? 
How much awarded? 
For ASC Use only: 
Professional Development Committee Recommendation _____________ _ 
' 
Exn"lltive Committee Disposition: 
Funds awarded __ _ Amount. ___ _ Date funds transferred, ___ _ 
A.S.C. GRANT REQUEST 
Statement of Purpose 
Grants are designed to enhance the administrators professional development. Funding will be provided 
for developmental activities which will increase the admimistrative capabilities of staff members. The full 
guidelines are attached with this request. 
Name---------------- Area/Department----------
Amount of Request--------
Statement of Purpose of Request: 
Description of Event: 
Benefit to BGSU: . · 
Budget to be Credited---------
Is this the only source of request for funds? ___ If other specify-------------
Breakdown of Expenses: 
Have you requested funds from ASC previously? __ _ 
If so when? 
For what reason? 
How much? 
How much awarded? 
Bowlins Green S~te Univenity 
TO: ASC Executive Committee members 
FROM: Ann Bowers 
DATE: February 11, 1992 
CCC Ce-nter fc;r ,t.roehiv~l Cvllecti,~rns ~th Flaor. Jerome libmr,· Duwling Green. Ohio 43403 (4191 372-2411 
Cable: OG~UOI-I 
J.l.:;ldin~<. tlorthwe<t Ohio 
Un1vf'f~1tv }o.r~hive'i 
Rare Bovl<< and 
~pe.:1al Collr~chonr. 
I should have included this with the draft of the 
position description for Director, Administrative 
Staff Personnel Services. This is the older position 
description. Please let me knm·1 if you have any 
corrections or revisions before the ne:-:t E:·:ecutive 
Committee meeting. Thanks! 
/(fl~ )u. 
For ASC executive committee, March 31, 1992, ·special meeting. 
Noon, Canal Room, Union 
At the March 24 meeting we discussed the classified staff council's 13 
suggestions for budget savings. Our suggestions follow: 
1. Leave without pay by choice 
~-9-tn'Ju r da-y-s -t.R:::>Iif:l~ 
b. Option for 9- or 10-month .. full-time contracts 
c. Unpaid furloughs 
2. Close buildings for utility savings: 
a. Christmas to New Year's 
b. Allow for extra cleaning in summer 
Q..L [0- (.1_.ft.t.J1. dfl_,_f·L·•:- -lkt ;J<·-t·t<-h.·-L./1.._.. · 
3.vconference travel put on hold. 
\).._- ~~1.to_cl_ · 
4. Investigate single-source vendor for trav
1
el for possi,,t:»J.~ .. sa.vings . 
. -,···· 
6. Investigate reduction of departmental newsletters and bulletins with 
possible information sharing in Monitor. 1 I, 
· ~f. Institute pay cuts on a sliding scale, with higher paid employees 
rl\~~ taking larger percentage cuts. For example, $35.,000 and under take a 1% 
~- cut, $35,000-$50,000 a 2% cut, over $50,000 a ~~5% cut. 
ALSO AT THIS MEETING WE WILL CONSTRUCT A LIST OF POSSIBLE QUESTIONS FOR 
CHRIS DALTON. 
JD. OOP 
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RESOLUTION 
Whereas, the Administrative. Staff of Bowling Gree.n State University 
re.cognize. and appreciate. the. monume.ntal task of balancing the. State 
budge.t and know of your commitment to the. highest. quality education for 
the citizens of Ohio, and 
R'herea.s, Bowling Gre.en State University re.mains one of the loWl=\St cost 
universities in the State, "With an average per-student cost of less than $26 
per day fi)r room, board, tuition and fees; and 
Whereas, Bowling Green State University has alre.ady absorbed $6 million 
in cuts over the past 14 months which has result.e.d in larger classes, 
increased dependence on part-time and temporary instructors, reduced 
book and journal acquisition in the. Library, deferred building 
maintenance, reduced student access to computer labs and books, reduced 
operating budgets in academie departments, fewer part-time job 
opportunities for students on campus, no salary increases for employees, 
and 
Whereas, Bowling Green State University has, through its services, 
research, and student programs made contdbutions to the State of Ohio 
that have made it. one of the 2 or 3 universities most sought by Ohio 
students, and 
WhertY.ts, higher education in gt-neral has taken a disproportionate share 
of the recent. State budget cuts--29% in December--in spite of the rich 
contribution made to society by our colleges and universities, and · 
R'hereas, Ohio ranks -1~nd in the nation in per capita State support of 
hight-r education, yet ranks Sth in student tuition as a percent of 
educational revenues and in 19:38 ranke.d 35th in State taxes per capita~ and 
the nmnber of Ohioans with a college education is twenty percent below the 
national average, 
Now Therefor.:.~, Be It Resolved, That the Administrative Staff Council of 
Bmvling Gre~,n State Univt-rsity, urg,?s that. higher education n.:Jt. be singled 
out for higher cuts than other State agencies, that. cut.::. not lu~ mack~ that v;.rill 
adverst-ly affect. the Bducational opportunities of the citizens of Ohio and 
force students to pay even high1~r tuition, and that other alternativE-s such 
as taxes on beE,r, wine, liquor, and eigarettt-s be considered as revenue 
enhancements. The quality of our citizens' education should take 
precedence over retention of current prices fcJr non-essential consumer 
purchases. For the expediency of the moment, we should not jeopardize the 
right of Ohio students to rect-ive an affordable high quality college 
education. 
DRAFT- ADMIN. STAFF LE'ITER 
4/13/92 
'1 ~(jif1;Y'o 
~P~ 0~x~~~~ 
Q 'J.\( In 1990, i1 was bwught to the auention of the. Administrative Staff 
\.; · Council/Personal Welfare Committee that the current policies concerning 
comptimc/flexlime were being interprete:d in an inconsistent manner. 
Recent attempts to revise tht~se policies were reje.c:Led becau"le too few examples 
have been reported to Personnd Services. In addition, it was suggested that 
the current language was adequate. As a result, this committee has been 
working on a revision to more dearly define and apply these policies 
throughout the University. (A copy of the current policies are auached.) In 
working through the proposed wording changes, we have encounte-red some 
resistance to change a polky for what may appear to be only a few incidences 
of misinterpre.t:.ttion or inconsistent application. In orde.r to go forward with 
these changes, it is crucial to have. more infornution. 
John Moore, Executive Director of Personnel Services, has agree-d to work with 
the PWC to re-submit the changes and to aa as the- gathering point for the 
supporting informatiLm. Some examples where employees feel they are not 
being treated fairly include-: a) an employee has worked 60 or 70 hours in a 
week and in the foll(1wing week needs to take an h(mr or two off Juring the 
8:00 - 5:00 timeframe. The employee is told he or she must use. vac:alii:m or skk 
Ie.ave to do that; b) an employee works very late the- night bdure. but is still 
expected to be in at 8:00 a.m.; c) the- paperwork ;llld emotional stress 
associated with requesting c~.1mptime/flextime make-s it easier to avoid the 
hassle and use vacJlion or sick leave. 
We are asking for yuur hdp in ~olk~ting the supporting informatiun 
regarding types and numbers of inc.onsistenc.ies experie-nce.d throughuut the 
campus. Please forward a memu regarding your e-xperiences to Ji)hn Moore., 
anonymously if you wish. Indud~ y(1ur vice-presidential area. We wish to 
stress that confidentiality of this inf.:.rnution will be- assured. 
As an interim step to revising these polide.s, we. want to prtwide you with help 
in resolving any curre.nt (:ompLime./flextime pwblems. John Moure is. 
available to work with you to solve any pwblems you are currently 
experiencing. 
Your support in this imporLaut effort is vital to improve. our work 
environme.nt during these difficult times. 
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1992-93 ADMINISTRATIVE STAFF COUNCIL 
ACADEMIC AFFAIRS 
ANN BOWERS (1992) CHAIR 
Susan Darrow (1993)* 
Barb Keeley (1993)* 
Joan Morgan (1993)* 
Paul Yon (1993)* 
Mary Beth Zachary (1993)* 
Joyce Kepke (1994)* 
Beverly Stearns (1994)* 
Norma Stickler (1994)* 
Marilyn Braatz (1995) 
Diane Regan (1995)* 
Dave Stanford (1995)* 
Judy Donald (1995)* 
Susan Hughes (1995) 
FIRE LANDS 
Denny Horan (1995) 
Arlene Hazlett (1994) 
OPERATIONS 
John Buckenmyer (1993)* 
Ed O'Donnell (1993)* 
Darlene Ehmke (1994)* 
Bob Waddle (1994)* 
PLANNING AND BUQGEliNG 
Charles Schul~z (1993)* 
Lori Schumacher (1993)* 
Teresa Mclove (1994)* 
Deb Wells (1995) 
~ich Zera (1995) 
PRESIDENT'S AREA 
Jaci Clark (1993) 
Greg Nye (1993)* 
Gary Palmisano (1993)* 
Scot Bressler (1994)* 
Greg Jordan (1995)* 
STUDENT AFFAIRS 
JOSH KAPLAN (1993) PAST CHAIR 
Greg Macvarish (1993)* 
Cincy Puffer (1993)* 
Deb Vetter (1993)* 
Ron Zwierlein (1993)* 
Jill Carr (1995)* 
Beth Zink (1995) 
Christopher Zimmerman (1995) 
Jeanne Wright (1995) 
UNIVERSITY RELATIONS 
Jan Ruma (1993)* 
Virnette House (1994)* 
Linda Swaisgood (1994)* 
Allen Zink (1995) 
Sally Blair (1995)* 
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I. ASC Me~ng, June 4, 1992 
--Chafr -~nd Secretary rep_qtl_s- A 5C 
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II. Professional Development Committee request 
III. Plans for June 2nd meeting at Firelands 
--travel to Firelands for 10:00 meeting 
--after lunch plans 
--agenda 
IV. Other business 
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RESOLUTION 
(3.0) 
\VHEREAS, the Administrative Staff Council of Bowling Green State 
University recognizes the importance of fiscal responsibility and the 
difficult task of implementing the Early Retirement Incentive Program 
(ERIP), and 
\VHEREAS, the Administrative Staff Council recognizes the fiscal reason 
for suspending the Supplemental Retirement Program (SRP) during the time 
the ERIP is in effect, and 
\VHEREAS, the Administrative Staff Council, was not informed in a 
timely manner of the decision to eliminate the SRP, effective 1 July 
1992, and was extremely disappointed to learn of the arbitrary decision 
to eliminate the SRP as a benefit for Administrative Staff, and 
\VHEREAS, removal of the SRP will not benefit Administrative Staff but 
will only underwrite the ERIP of which few Administrative staff can take 
advantage, and 
\VHEREAS, SRP continues to be a faculty benefit, and 
\VHEREAS, the fiscal benefits from eliminating the SRP for 
Administrative Staff are relatively small, and 
\VHEREAS, the Administrative Staff Council wishes to continue working 
with the University Administration, 
BE IT RESOLVED, that the Administrative Staff Council of Bowling Green 
State University urges the University Administration to reinstate the 
SRP for Administrative Staff and further urges that future personnel 
decisions affecting Administrative Staff be made through open dialogue 
and in a timely manner. Administrative Staff Council also recommends 
that University Administration work with Administrative Staff Council to 
improve, rather that permanently eliminate, the SRP. 
(\ 
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A TTACHKENT 4 
SPECIAL LEAVE POLICY FOR ADMINISTRATIVE STAFF 
~ay 26,1992 
SPEOAL LEAVE 
The Spedal Leave Policy allows full and part-ti~~ ~~trative staff : 
members the opportunity to voluntarily reques~leaves of absences anytime 
du:".:1g the caiendar year subject to the following stipulations: 
1. Leave mav occur over a oeriod oi weeks, months, monthlv or a 
reduced week schedule of less than 40 hours per week (leave· and/or 
reduced work schedule mav not exceed a total of three (3) months in a 
12 month period). ~ti-·.~.·J~h~i"L•-() P')\~ h···:.. 11-., .... ~ft'(~~:...:/- f'c.,· Jo,'~)CI· ~lr-'-11 
3 ~toJ~. ·· 
2 All leaves must be approved by the immediate supervisor and the 
dean, director, or area head. To request a leave of absence, the staff 
member milst complete a Special Leave Request Form and send 
completed form to Personnel Services. 
3. ~o approval will be given to the hiring of temporary/part-time help 
to fill in for the temporary vacancies created by these leaves. The staff 
member's absence must not interfere or impede other University 
operations. Employees on special leave should be available to retwn to 
their assignment in the event of unforeseen emergencies. 
4. Employees will continue to receive paid regular medical, dental. 
vision, and life insurance benefits. Employees are responsible for 
paying applicable insurance premiums. 
::>. Vacation and sick leave will accrue for hours actually worked. 
6. In the case oi PERS retirement credit accrual, employees will 
receive a full month of credit if earnings are a minimum of $250.00 per 
month. partial credit if employees earn less, and no credit if there are 
no earnings. 
7. The status of full-time and part-time staff members remains the 
same. 
DRAFT 5-27-92 
DFLFJNITION; 
COi'JTRACT; 
L~CLASSIFIED ADlvliNISTRA TIVE POSffiON 
A position funded wholly or in pan (more than half) by 
grant/external funds and whose appointment is for a specified 
period of time and subject to the availability of funds. 
CONTRACf FOR UNCLASSIFlED ADMINISTRA TAIVE 
STAFF EMPLO'ThffiNT 
2. Type of Employment 
c. ( ) 
4. Compensation 
b. 
Position funded wholly or in part (more than half) by grant/external 
funds and whose appointment is for a specified pe.riod of time and 
subject to the availability of funds. 
Fringe and Related Benefits. In addition to the annual salary paid to 
Appointee hereunder, the University shall c.onti.nue to provide 
Appointee all fringe benefits currently offered by the University 
according to the Appointee's type of employment and shall provide 
adequate notice. of any changes in their benefits. Administrative 
staff are participants in the. Public Employees Retirement System 
(PERS) of the State of Ohio by virtue of their C{)ntract status. 
BGSU STATEMENT OF 1 JNDERSTANDING 
I understand that the p(lsition I hold is funded wholly or in pan (more than half) by grant or 
otlter e.xtem:ll funds and that continuation of employment and fringe. benefits is contingent 
upon the availability of said grant/exte-rnal funds. Cc.ntinuation of employment is not 
guaranteed beyond Lite termination of grant/external funds. Fringe benefits which are 
provided contingent upon Lite availability of grant/external funds include, but are not limited 
to the following: 
1. Vacation benefits (including payment of unused balance of no more than 44 
days upon te.nnination) for twelve-month full-time contract positions. 
2. Sick leave benefits (including payment for a maximum number of days 
prescribed by policy upon retirement after 10 years of BGSU service). 
3. Consulting release time. 
4. PERS -University contribution. 
5. Employe.e and dependent fe.e waiver. 
6. Insurance benefits. 
7. Supplemental Retirement Program. 
8. Holidays 
Signature of Employee Date 
7S 
ASC Executive Committee 
Agenda - June 16, 1992 
,. ~ >~ 
I. 
II. 
III. 
Welcome and brief orientation 
Summer meetings 
--Executive Committee 
--council (July s, August 6) 
--Agend~ for July 6 
.------- ~-- -
Update on latest issues ~ 
--Special Leave Policy - +eP~ .-
--SRF\/ 
--"Unclassified" 
IV. Good of the Order 
7f.::, 
~)J 
[7~ Bowling Green State University 
c:=' :c:::l 
""1c:;::>'? 
MEMORANDUM 
TO: 
FROM: 
RE: 
Dan Parrat: _j 
Ann Bowers~-
Agenda items for ASC 
June 17, 1992 
Administrative Staff Cc.un.:il 
E:;:.wlin2 Gr.:;en, Ohk· 4:>10C:-0?.7J 
Thank you for your thoughts and suggestions. I distributed them to the 
1992/93 ASC Executive Committee yesterday and we plan on discussing them 
at our June 30th meeting as we set goals and objectives for 1992/93. I 
will be in contact if we need further clarification. 
Thanks again for taking the time to communicate your ideas. 
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MEMORANDUM 
TO: ASC Executive Committee 
FROM: Ann Bowers 
RE: Su1mner meeting schedule 
June 17, 1992 
Aominislralive: Staff Council 
Sowling Grt:e:n, Ohio 43403-0373 
Listed below is the summer meeting schedule for Executive Committee and 
Council. For the June 30 meeting, Josh and/or I will report on the Board 
of Trustees meeting and we will begin to discuss goals for 1992/93. If 
you cannot make a meeting, just give me a call {37~-~411). Thanks for 
your time this summer. 
Executive committee Meetings: 
June 30, 1992 noon CAC Conference Room-5th floor 
Library 
July 14, 1992 noon CAC Conference Room-5th floor 
Library 
July 'lt:' 199~ noon ti,..,J •-• I Canal Room-3rcl floor Union 
August 11, 1992 noon Canal Room-3rd floor Union 
lmgust 'ji:': 
--• I 
1992 noon Canal Room-3rd floor Union 
Administrative Staff Council Meetings: 
July s, 199~ 1:30 p.m. Library Conference Room-first 
floor 
{This is on a second Wednesday instead of the traditional first Thursday 
because of room scheduling and the July 4th weel:end) 
August 6, 19'=•~ 1:30 p.m. Library Conference Room-first 
floor 
June 17, 1992 
MEMORANDUM 
TO: Greg Jordan, Virnette House, Gary Palmisano 
FROM: Ann Bower~ 
RE: Notes for ASC Executive Co1nmittee meeting 
Administrative Staii Council 
Cowling Gre-en, Ohio -'!3L!OJ-OJ73 
To l:eep you updated, I thought it best to send you the handouts from the 
Executive Committee meeting on June 16th along with actions tal:en. Please 
give me a call if you have any questions. Also please note the schedule 
for Executive Committee meetings and Council meetings for the summer. 
Handouts and discussion: 
1. Memo to Robert Martin with attachments 
I met with Bob Martin on June 10 and handed him the memo along with 
the resolution on SRP and the changes to the Special Leave Policy. 
We agreed that the Special Leave Policy would be in effect for three 
years, but he is interested in having it become a permanent handbook 
change. I requested that it be forwarded to the Board of Trustees 
as an interim policy and not a handbool: change and allow ~i\SC the time 
to study it and develop the language for the handbook. 
We discussed the elimination of SRP for Administrative Staff. As 
stated in the resolution, ASC will study the implementation of SRP 
and recommend changes in the program to improve its effectiveness. 
These changes will be forwarded to the administration along with 
the request to reinstate SRP. 
2. PWC discussed the request to use the term "unclassified" administra-
tive staff for all externally-funded grant positions. See the letter 
to John Moore for PWC's and Executive Corunittee's reco1mnendation. 
note, if this is approved it clarifies the vacation policy for all 
Administrative Staff to provide more flexibility on vacation use 
during the first year of employment. 
3. The Health Care Task Force report will be distributed to all Adminis-
trative Staff Council members ne:.:t \'Tee}: and will be discussed at the 
July 3th meeting. We need to provide input to the President by 
October 1st. 
4. Dan Parratt provided some suggestions for 1992/93 goals. Bring these 
and your thoughts to the June 3 0 ASC E::..:ecuti ve Committee meeting. 
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June 29, 1992 
Memorandum 
To: 
From: 
Ann Bowers, Chair 
Administrative Staff Council 
Archives, 5th floor 
Library ~ 
Bob ArrowsmithC~ 
Preventivn Center: 
Akc•hvl .~ Other Drug Abuse 
Bll.vling Green, Ohio -B..Joj3-0140 
(419) 372-2130 
Cable: BGSUOH 
RE· APPOINTMENT OF TASJ..:: FORCE FOR DRUG-FREE SCHOOLS BIENNIAL REVIEW 
The Dntg-Free Schools and Commtmities Act A.mendments were signed into law on 
December 1~, 1989. Section~ of the Act amended Title XII of the Higher Education 
of 1965 by adding a provision which outlined the steps an institution must take in 
order to maintain a drug and alcohol abuse program in order to be eligible to 
receive federal funds. To comply with the minin1un1 requirements of the Act, an 
institution must annually distribute to each student and employee the following (see 
attachment 1): 
(1) Standards of conduct that prohibit the unlawful possession, use, or 
distribution of illicit drugs and alcohol by students and employees on the school's 
property or as part of any school activity; 
(2) A description of the applicable legal sanctions under local, state, or 
federal law for the tmlawful possession or distribution of illicit drugs or alcohol: 
(3) A description of the health risks associated with the use of illicit drugs 
and the abuse of alcohol; 
(4) A description of any drug or alcohol cotmseling, treatment, or 
rehabilitation or reentry programs that are available to students or employees; and 
(5) A clear statement that the school, consistent with local, state, or federal 
law, will impose san..:tions against a student or employee who violates the standards 
of conduct. The statement must describe the possible sanctions which may include 
completi(m of an appropriate rehabilitation program, expulsion from school, 
termination of employment, or referral to the authorities for prosecution. 
In addition, the statute requires a school to conduct a biennial review of its drug and 
alcohol abuse prevention program to determine the program's effectiveness. During 
·the review, the school must ensure that any sanctions imposed pursuant to the 
program are consistently enforced. It must also evaluate lvhether any changes are 
needed and implement such cl1.anges. October 1, 1~,9~ will mark the hvo year 
anniversary of the Act and is the deadline date for complying with the review 
component of the law. 
,. 
,. 
, 
The review is mandated and must be available upon request by the Department of 
Education. It is o~1r understanding that initially 100 universities ·will be randomly 
selected for on-site complian.ce checks ·with the biemua1 review provisions of the 
law. Although room for improvement exists, I feel very confident that the 
U1liversity's good faith efforts and accomplishments in the past two years will result 
in a finding that the University is indeed in compliance, thereby allowing us to 
continue to receive federal ftmds. 
I have been asked by the President, to identify individuals from various areas on 
campus, who he can appoint to senre on an ad hoc "blue ribbon" committee,. which 
will assist with the biemual review. 
I am requesting that you identify someone in your area to serve on tlus committee. 
Co-chairing the conunittee will be Jacque Daley (Prevention Center for Alcohol and 
Drug Abuse) and Sam Ramirez (Persmmel Services). Please give me the name of 
your representative by July 8. They lvill then be contacted to schedule a meeting 
time. 
c: Jacque Daley 
San1 Ramirez 
G;?<)] "~ -~ DZ>=C Bowling Green State University 
""lc;::::sr::" 
MEMORANDUM 
TO: 
FROM: 
Dr. Bob Arrowsmith 
Interim Vice lresident 
Ann Bowerj\ 1f' 
Chair, Ad~nistrative 
July 7, 1992 
for student Affairs 
Staff Council 
RE: Task Force for Drug-Free Schools Biennial Review 
Administrative Staff Council 
Bowling Gre•?ll, Ohio '-1::40~-0J::OJ 
Thank you for your request to appoint a member of administrative staff to 
serve on the Task Force for Drug-Free Schools Biennial Review. Beverly 
Stearns, Assistant to the Dean, Libraries and Learning Resources, has 
agreed to serve on this Task Force. Ms. Stearns brings to this Task Force 
strong working knowledge on personnel policies and procedures for all 
employee groups and a commitment to the concept of preventive programming. 
By way of this memo, I am informing Jacque Daley and Sam Ramirez of this 
appointment. 
ASC Executive Committee Agenda 
.1une 30, 1992 
I. Chair Report 
--Board of Trustees meeting 
--constituent Network 
--President's Panel 
--Executive Committee directory 
II. Agenda for July 6, 1992 ASC Meeting 
III. Goals for 1992/93 
' 
' ' 
'· 
{· 
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Bowling Green State University 
MEMORANDUM 
TO: 
FROM: 
RE: 
ASC E:x:ecut~ vl Committee 
Ann BowerV-
cancelled meeting of July 14th 
July 14, 1992 
Adrninislralive Siaff Council 
8owlin;s Green, Ohio -'!3,!03-0373 
Enclosed is the information I tvould have distributed at our meeting. You 
should have a copy of the E}:ecutive Committee membership, ASC Committee 
listing and a draft of the 199~/93 goals. Please review the goals 
carefully. They are just draft goals; I am not real happy with some of 
the wording. . . so edit away. Also add any oth•=r goals you thinl: vie 
should pursue during the year. Since there was not much to actually 
discuss, I thought it better to not meet until July ~3th. We will meet 
July ~3, 199~, at noon, IN THE CANAL ROOM, 3rd floor of the Union. 
At the July ~3th meeting we will discuss these goals, plan the agenda for 
the August 6th ASC meeting, begin to thin}: about potential speal:ers for 
ASC meetings, and begin preparing for the August ~4th reception. Also we 
can discuss some of our conc·~rns with Personnel Services as John Moore 
will meet with us at our August 11th meeting. Than}:s and see you on the 
28th. 
ASC Executive Committee Agenda 
July :!8, 199:! 
I. 
7_ -~ "d ,-.J -
Chair report (\ \ ()_tu. II - (s 
--Board of Trustees meeting -A~ d 
--Budget/Charge card )Of. .. ~· 
')'--Chairs for Committees Jl .... ~ 1.J'" 
~f' -i!SfCSC Liaisons 7 v·· 
II. 
III. 
Secretary report 
--networ:J-: 
NCA Self-Study Report (August lOth) 
IV. Changes to the Administrative Staff Handbook 
V. Speakers for Meetings 
--President in Octoberjconnect with Firelands -
VI. 
VII. 
8'b 
.\dmini,trative Staff C.:.ur.cil 
RESOLUTTIOn OJl l?.:owlin<' Green, Ohio 43403-0373 Bowling Green State University ' u ! "' 
HANAGING FOR THE FUTURE TASK FORCE REPORT 
Administrative staff at Bowling Green State University are active 
participants in establishing a high-quality, cost-effective educational 
setting for students and faculty. We recognize the need during this time 
of fiscal constraints to emphasize quality while managing with fewer 
resources; this is being accomplished daily in our work in the areas of 
academic or student services, instructional or research support, planning 
and budgeting, facilities management, fund-raising, public relations, or 
athletics. We are proud of the effort all employees at Bowling Green 
State University are making to }:eep alive the tradition and reputation of 
an institution strong in both areas of teaching and research and we 
commend that same effort occuring at the public universities and colleges 
across the state of Ohio. 
With that in mind, we have read with great interest the Managing for the 
Future Task Force Report and find that we agree with many of the Task 
Force's findings and goals. We have deep concern, however, with some of 
the recommendations. 
First, decentralized authority has been a strength of higher education in 
Ohio. The Boards of Trustees at Bowling Green State University have been 
strong, supportive and instrumental in the development of this 
institution. Decentralized authority has been a strength at BGSU, 
resulting in a system in which administrative staff operate and provide 
support and a~system in which all staff believe themselves part of the 
process. Decentralized authority has allowed Firelands College, 
originally a branch campus, to develop into a strong and integral 
undergraduate college, one of seven within the governing structure of 
BGSU. Centralizing authority with the Ohio Board of Regents would greatly 
lessen this concept of teamwork to the detriment of higher education in 
Ohio. 
Second, our record of productivity and accountability at Bowling Green 
State University is exemplary and demonstrable. Its strength comes again 
from the establishment and implementation of evaluative criteria locally, 
rather than from a central authority. 
Third, we strongly oppose the concept of designated research institutions, 
namely that of Ohio State and Cincinnati. Each institution of higher 
education in Ohio has developed strong individual graduate programs 
resulting in teaching and research of the highest caliber. Bowling Green 
State University is no exception and we as administrative staff are proud 
of our institution's accomplishments. To negate this growth and pride 
would most definitely weaken the structure of graduate education in Ohio. 
We, as administrative staff at Bowling Green state University, urge you as 
members of this Task Force to listen to the public at the regional 
~eetings, build on the strengths of the Report and eliminate that which in 
he long run will be to the detriment of Ohio's system of higher education 
and, more importantly, to the detriment of Ohio's citizens. 
Approved ASC Executive Committee 10/~7/92 
Approved Administrative Staff Council 11/5/92 
~~ 
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October 27, 1992 
MEMORANDUM 
TO: Paul Olscamp, President 
FROM: Administrative Staff Council Executive Committee 
RE: Severe Weather Policy - Recommended Change 
The existing severe weather policy provides for two levels 
of response, either: 1) cancellation of classes, or 
2) closing of the University. We recommend that this policy 
be amended to include only one level of response: closing of 
the University. This would entail cancelling classes, and 
closing of offices, but maintenance of all essential 
services. Essential services would include, e.g., police, 
a~imal care, heating pla~t, health seif~.:i,H~v r-esiaenee hall 
d~rectors~ and food serv1ce. Each d~nt would be 
responsible for maintaining ~~t of essential employees. 
RATIONALE 
Since the fundamental mission of the University is 
education, it might appear odd that under existing policy, 
classes are cancelled when conditions are not sufficiently 
severe to close other, less primary functions. We 
understand that there are practical considerations that 
explain this, among them the difficulty of notifying the 
students whose classes are cancelled, and the problem of 
what to do about those students who can not attend. 
However, cancellation of classes only also creates some 
practical problems which might not at first be obvious. 
These became apparent during the last snow emergency: 
1. There was confusion because the media do not all 
accurately report our response; some interpreted "classes 
closed" as meaning the entire University was closed, and 
reported it as such. 
2. Those who got the correct information knew they were 
expected to get to work, and some risked injury to get here. 
J. In some surrounding counties, the sheriffs' 
departments closed roads to all non-essential traffic. It 
was unseemly that we, a state institution, eA~ected 
employees to travel to maintain routine office operations. 
4. Afterward, because many employees had been unable to 
get here, it was determined that nobody would be docked for 
not working, and all those who showed up received extra pay 
in the form of comp time. Had we simply closed, only truly 
essential personnel would have come in, and we would not 
have had to provide the rest with the extra comp time. 
xc: Bob Martin, Vice President, Operations 
• 
.. 
Fazlt 30£+-/ Full ~\\~ 91024SO 
8PBCIU. OBDBB. 
Police Department 
Kent State University 
Subject: Inclement Weather/Closing of Date of 
University Order: 12/18/91 
Divisions, Sections, or Units Affected: Effective 
All Personnel Date: 12/18/91 
Termination 
Date: Until 
further notice 
Amends or Rescinds: References: 
Clarifies: 81/002-
2 (L) 
1. 
2. 
Introduction 
In order to make the decision whether or not to delay or 
cancel classes, or in extreme circumstances, to close the 
entire University, The President needs all available 
information regarding the severity of weather conditions. 
This special order outlines the procedures to be followed in 
the event of inclement weather conditions. 
Procedures 
The following outline of events shall govern in times of a 
snow emergency: 
A. At 0400 hours, the shift OIC, with the assistance of 
the dispatcher, shall collect and monitor all 
information relevant to existing road conditions, 
weather forecasts, ability of campus buses to make the 
routes, and condition of parking lots and walkways, 
even though snow removal crews may be out. 
Physical Plant Services and Parking Services shall 
initiate snow removal procedures in keeping with the 
current edition of the Snow Removal Guidelines. Patrol 
personnel shall personally observe the progress of the 
snow removal crews as they may be ineffective due to 
heavy snowfall and drifting. 
B. At 0500 hours, the shift ore contacts the Director of 
Police and provides him with the collected information. 
This call is made reqardless of the findinqs. If the 
Director is unavailable, the on-duty administrator is 
notified. 
The Director of Police will contact Mr. Don Lumley 
(home: 325-3259), Acting Director of Physical Plant 
Facilities with the aforementioned information. Their 
joint recommendation as to the status of the University 
being able to clear roads, parking lots, and walkways 
will be conveyed to Vice President Lawrence Kelley by 
Don Lumley, preferably before 0530 hours. 
c. At 0530 hours, Vice President Kelley will contact 
President cartwright with a status report and 
recommendation which will take one of the following 
forms: 
> Clearing of roads, parkinq lots, and walkWays is 
proceeding on schedule and classes should begin on 
time. (This discussion would typically not take 
place unless weather conditions look extremely 
marginal. Normal practice is to assume the 
University is open for business as usual unless 
one of the options below are to be exercised.) 
> 
> 
> 
The starting of classes shall be delayed until a 
predesignated time in order to sufficiently clear 
roads, parking lots, and walkWays to facilitate 
the needs of classes. All University employees 
are to report for work at their regular times. 
be cancelled for the 1 
o report to work at 
In the absence of President Cartwright, Vice President 
Kelley shall make the decision s relative to the 
cancelling of classes. 
D. Between 0530-0545 hours, Vice President Kelley shall 
relay the President's decision on the status of 
cancelling classes to the following 
departments/individuals: 
·'-. 
> University News and Information Services 
Janet L. Thiede (Home: 569-3416} 
> University Police Department 
John A. Peach (Work: 672-3111 or Home: 877-2766) 
> Provost 
Rudolph Buttlar (Work: 672-2220 or Home: 673-0490} 
> Vice President, Human Resources 
Charles Greene (Work: 672-2217 or Home: 867-8132) 
> Vice President, Institutional Advancement 
Bob Quatroche (Work: 672-7992 or Home: 679-5044) 
E. At 0600 hours or earlier, University News and 
Information Services shall notify the appropriate radio 
and television station as well as the wire services. 
Each Vice President shall notify pre-determined offices 
and individuals within their division. The Director of 
Police, or in his absence, the on-duty administrator, 
shall communicate the President's decision to the 
dispatcher so he can handle phone inquiries. 
F. Each person iden~ified as a key member in this process 
shall select an individual that will serve as an 
alternate for them in the event they are unavailable to 
carry out their assignment. T~e name and telephone 
number(s) of the alternates shall be provide to the 
individual proceedinq them in the chain of events. 
G. Cancelling of classes at each of the Reqional Campuses 
will remain the responsibility of the Dr. Gordon Keller 
and the Reqional Campus Deans. 
This procedure shall be followed whenever weather conditions 
are severe. This also applies to weekends and periods when 
school is not in session since there is a possibility that 
the university, as a whole, may be closed. 
to the 
\forms\special2.fnn 
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OHIO UNIVERSITY POLICY & PROCEDURE 
SUBJECT PROCEDURE NO. PAGE NO. 
40.051 1 of 1 
COMPENSATION OF CLASSIFIED EMPLOYEES Dl~INC DECLARED 
EMERGENCY 
APPROVED BY 
N. Bucklew 
Purpose: To provide policy in declaring an emergency and to establish.gui~e­
lines for the compensation of classified employees during an emergency. 
Policy: Only the President of Ohio University, or his designated r~presenta­
tive,has the authority to declare an emergency at the main campus and 
the branch campuses of the Universfty. Such authority may be dele-
gated to the Dean of each branch campus. 
Pay Proce~rea: 
~ 
An emergency is defined as a period when the University must suspend 
Cod or other untoreseen circum-
~~~~mr.~~~e 
In a declared emer enc certain be required to work 
to provide essential serv ces. ese essen a e oye s will 
be designated by their department heads and will be assigned to work 
schedules as required by the emergency situation. 
All e s who have not been designated as essential service 
employeea will not be re~u re to report ocatiqna 
during a declared emergency. 
Employees who are not required to work during a declared emergency 
will be paid at their regular rate for any hours they normally would 
have been scheduled to wnrk. Employees who are asked to work but 
are unable to report for work will be paid at their regular rate 
for any hours they normally would have been scneduled to work. 
Essential service employees who are required to work during a 
declared emergency will be paid at their regular rate for any hours 
they normally would have been scheduled to work, and in addition 
will. be paid at their overtime rate for any hours actually worked. 
The option of overtime pay or compensatory time off at the time and 
one-half rate will apply. 
Employees who are on ap~roved leave of absence, seasonal or indefinite 
layoff or any other inactive pay status are not eligible for compen-
sation during a declared emergency. 
Employees who have requested sick leave or vacation during a period 
of declared emergency will be charged with sick leave or vacation 
for the period requested when authorized by their department head. 
~ ~-· r 1 O/ 
Nurthe.a!itcm Ohio Univcr.:itie& Cc.Ucgc c.f Medicine 
DATE: 
TO: 
FROM: 
December 4, 1990 
All Faculty, Staff, Medical Students ./ -~ 
and Graduate Students ,~~(,."· 
Richard W. Letvis, Vice President 4 
Administration and Public Affairs 
SUBJECT: Operational Plan During Non-Scheduled Shutdown of the 
Basic Medical Sciences campus, Rootstown 
Attached is your cop~r of the operational procedures 
statement under vlhich the northeastern Ohio Universities 
of Medicine will function during emergency shutdowns due 
weather or other unforeseen emergency conditions. 
.. 
College 
to 
Pleasa note your are3 of responsibility. If you are the 
person designated to call faculty and staff members in your 
department or area, be sure you have a copy of the current.ro~ter 
with accurate telephone numbers near your home tele~hone. 
If the Rootstown campue is to be closed to students and 
employees, announcements will be made over radio stations listed 
below. Note: Please do not call the College Security Office or 
the stvi tchboard operator. 
Al:ron WAI:-':F. 1590 AM 
WKDD 96.5 FM 
Canton WHBC 1480 AM 
94.1 FM 
Kent Wl~SU 39.7 FM 
WNIR 100.1 FM 
Youngstown WKBN 570 AM 
98.9 FM 
The announcement also 't·lill be carried over all major radio 
and television stations in Cleveland. 
Your cooperation in complying with these guidelines will be 
greatly appreciated. 
If you have any questions re9ardin9 th,::se procedures, please 
contact me at extension 136. 
ThanJ: you for your assistan·=•=:. 
c\close90.mem 
Operational Proc.edures and Wage Payment During Nonscheduled Shutdown of The 
Basic Medical Sciences Campus. Rootstown. Due to Severe Weather or Other 
Unforeseen Emergency Conditions 
PURPOSE: 
12 
TI1e purpose of these procedures is to establish the operations to be 
conducted, the staffing of these operations and the method of pa}~ent for 
working and nonworking employees during unforeseen emergency situations at the 
Basic Medical Sciences Campus of the Northeastern Ohio Universities College of 
Medicine, Rootstown. 
PROCEDURES: 
I. The President, or his designee, will determine when conditions such as 
severe weather, a state of emergency, failure to receive adequate energy 
or fuel supplies, or dist~ption of normal utility services are • 
sufficient to cancel classes, close offices, suspend, curtail or 
otherwise interrupt the normal operations at the Basic Medical Sciences 
campus. 
II. Closing Plan: ALL classes (at the Rootstown campus) are cancelled and 
only essential services will be performed.for that time period. The 
Medical Library and all offices are closed. Only persons designated as 
emergency employees should report for work at their regular time. NOTE: 
Staffing will be minimized to include only employees necessary to 
operate and protect property. 
A. Vice President for Administration and Public Affairs and the 
Business and Finance Officer. 
B. Physical plant operations, maintenance, custodial, grounds 
personnel and shift boiler operator. 
C. Security Officers. 
III. The President and Dean. V ce Er 'dent and De 
Diiectors sliaii be responsible for designating 
t e~r areas, sue as o oL .ese an 1m care w ~c w~ 
required to operate when it ip_p~termjned conditions resuire closjD~or 
curtailing of camp.us_s.e,nrj,c&;s. n·1e::r will also be responsible for the 
development of a plan of operation involving critical services which 
cannot be suspended or interrupted and for communicating this plan to 
employees under their direction. 
IV. Payment of salaries will be in accordance with the following rules: 
A. Staff employees required to work when a unit is closed will 
receive their regular pay, plus time off on an hour-for-hour 
at a time mutually convenient to both the cost center supervisor 
and the employee. 
B. Staff employees excused from work by an unscheduled closing are 
paid their regular pay as authori=ed time off with pay. 
2VPR0.003/cks/12 
. .. 
c. 
D. 
Cleri..::dl, physi·::al pl.=.nt, and ta.::hni.::al .::mpl·:•ye·:::s, other than 
supervis.:.ry (thc.se \-ih.:, are aligible for ov.::rtim.:::), required to 
lolorl: sche:duL.~d overtime ur on a •::all-bad: basis will be paid for 
such time on an ov.:::rtime basis. 
"Staff emplc.yaes" as us.::d her.::in means .:lassifi.::d Civil S.:.rvice 
and unclassific.d no:orte:-:empc staff employees of the northeastern 
Ohiv Universiti.::s College of Hedicine. 
13 
V. All empluyees \·Iho are tardy, l.::ave \vorl: early or fail to report to work 
due tc· w.::ather or other conditions when an .:Jmerg.:ncy HAS UOT been 
declared, must charge the al:.sence to vacation or leave without pay. The 
valid rea.s.='ns for 1.1se eof sid: lt:av.;; do not incl1.1d.;; \veather conditions. 
2VPR0.003,1cks/13 
TO: 
FROM: 
Bowling Green State University 
Dr. Paul J. Olscamp 
President 
Ann Bowers~ 
MEMORANDUM 
Chair, Administrative staff council 
RE: Enclosed snow policy recommendation 
DATE: October 30, 1~92 
CCC Center for Archival Colle..-tions Sth Floor, Jerome library 1001 E. Wooster Street 
Bowling Green, Ohio 43403 
(419) 372-2411 
Fax (419) 372-7996 
Cable: BGSUOH 
Holdings: Northwest Ohio 
University Archives 
Rare Books and 
Special Collt!ctions 
Please find enclosed a snow policy recommendation developed by the 
Administrative Staff Executive Committee. We would·be pleased to expand 
upon the recommendation if requested. We recognize the difficulties 
involved in closing the University, but we believe this policy would 
eliminate the confusion and worry shared by all employees which occurs 
when classes are cancelled but all offices remain open. 
Thank you for your attention to this recommendation. 
AB:swf 
Enclosure 
copy: Bob Martin, Vice President for Operations 
A Divisiuro of Librario?s and L·~~rnin;s Pe~our.:es 
97 
.J Bowling Green Slate Uni\'ersity 
_>T:? 
Administrative Staff Council 
Bowling Green, Ohio 43403-0373 
October 27, 1992 
MEMORANDUM 
TO: Paul Olscamp, President 
FROM: Administrative Staff council Executive Committee 
RE: Severe Weather Policy - Recommended Change 
The existing severe weather policy provides for two levels 
of response, either: 1) cancellation of classes, or 
2) closing of the University. we recommend that the policy 
be amended to include only one level of response: closing of 
the University. This would entail cancelling classes, and 
closing of offices, but maintenance of all essential 
services. Essential services would include, e.g., police, 
animal care, heating plant, health service, and food 
service. Each vice presidential area would be responsible 
for maintaining a current list of essential employees. 
RATIONALE 
Since the fundamental mission of the University is 
education, it might appear odd that under existing policy, 
classes are cancelled when conditions are not sufficiently 
severe to close other, less primary functions. We 
understand that there are practical considerations that 
explain this, among them the difficulty of notifying the 
students whose classes are cancelled, and the problem of 
what to do about those students who can not attend. 
However, cancellation of classes only also creates some 
practical problems which might not at first be obvious. 
These became apparent during the last snow emergency: 
1. There was confusion because the media do not all 
accurately report our response; some interpreted "classes 
closed" as meaning the entire University was closed, and 
reported it as such. 
2. Those who got the correct information knew they were 
expected to get to work, and some risked injury to get here. 
3. In some surrounding counties, the sheriffs' 
departments closed roads to all non-ess~ntial traffic. It 
was unseemly that we, a state institution, expected 
employees to travel to maintain routine office operations. 
4. Afterward, because many employees had been unable to 
get here, it was determined that nobody would be docked for 
not working, and all those who showed up received extra pay 
in the form of comp time. Had we simply closed, only truly 
essential personnel would have come in, and we would not 
have had to provide the rest with the extra comp time. 
xc: Bob Martin, Vice President, Operations 
ASC Executive Committee Agenda 
January 12, 1993 
I. Evaluation of Winter Reception 
II. Planning for second half of year 
A. Long Range Planning ideas 
1. Operating budget of ASC · 
2. Contact with other Administrative Staff Representative Groups 
(John Moore) · 
3. Salary inequities (PWC) 
4. Ad Council-meeting with Les Barber 
5. Associate Director of Personnel-potential vacant position 
6. Stipend or released time for ASC officers-keep track of time 
7. Succession planning (PDC) 
8. Professional Development budget (PDC) 
9. University Council? 
10. Two ad hoc committees 
B. Spea}:ers for 
III. Other reports 
IV. 
JAt~ 
FROM: (}REG JORDAN 
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OtPer .items fr(i1Tl .. rP rr' 
a. Jiilvo1um 1."' 
b. About$ 6 .... , ) :; c· 
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1. 
ASC Executive Committee Agenda 
February 23, 1993 ~~~~~ 
I. Chair Report /&/J'l) 
--President's Panel agenda items~~ {P 
--council Meetings .~J 
March: Chris stocJ.~ ~e/ 
questions 1 concerns? n .c. ~~7 
April: Martha Rogers/Ron Stoner? or Trustee?~)~ 
May: Professional Development Panel?· 
June: Orientation and Fun 
--NCA Lunch Meeting 
--Salary Adjustment proposal--Board of Trustees deadline, March l~th 
--state ~mplc:>yees ~ouncil of Ohi.o / _ "' _ _ _ _ _ ., ... 1_(_· .._.._u~S! ) 
--CommunJ.catJ.ons WJ. th John Moore --( ._,_~ '-t~-,'-41_~ 1l~ . ~'-'-~\~ 1 . 
/01.:> 
Family Leave Law · - -·;:.,~.-~1-i-i''/-::u AJ",~L · 1 ~· 
h . r ._v,_);.--~ -- : l •. ~~· L. Sevc;:re Weat. er PolJ.cy . ~1 ·l Ld.t"-:.,.r_tct.,.:,-~~- ·-AssJ.stant DJ.rector, Personnel ServJ.ces Search~ 
--Bylaws revisions 
II. Chair-elect report_ 
III. Secretary report 
IV. Concerns/Good of the Order 
--BG EFFECT 
~ DJ~I\.b ~J...0J 
1 .J . . /I /Y) lt. .,__,_)._ (i....-CC. ?J--'V I • I 
MEMORANDUM 
TO: 
FROM: 
RE: 
ASC Execut~v~~ommittee 
Ann Bowersl)rf' 
March 23, 1993 meeting 
Administrative Sial! Council 
Cowling Green, Ohio 4J~OJ-OC:73 
March 24, 1993 
I am sending information from our meeting on the 23rd as many of 
you were unable to attend. First, enclosed is a copy of the "last 
to final" report on changes in our health care plan. The team of 
Dalton, Finn, Martin, Morris, and Moore reviewed the Health Care 
Task Force Report, the reactions of the constituent groups and the 
consultant's report. Based on these recommendations and the 
budget, they have made recommendations to the President and these 
recommendations are explained in the enclosed report. The 
President has sent this information to the Health Care Task Force 
for one more review and then it will go to the Board of Trustees. 
We really do not have an opportunity for an official reaction, but 
the fact that the President sent this to the chairs of the 
constituent groups mal:es me thin}: that if we have any great 
concerns or areas of clarification, we could send these through our 
representatives on the Health Care Tasl: Force. (You need to have 
your copy of the Health Care Tasl: Force Report as you read through 
this report as the authors use the former as the basis and only 
discuss the changes.) 
Second, enclosed is a resolution drafted by the Professional 
Development Committee to be presented at the April meeting. Pat 
Green ·t,.Jill have more information on this diversity education issue. 
This resolution is mainly just showing our support in diversity 
education for staff at BGSU. We also discussed succession 
planning. The Professional Development Committee stron9ly believes 
that succession planning will not be successful unless the Vice 
President's "buy-in" to the plan. Therefo·re, they do not think 
they can tal:e it any further. The view by those at the E:.:ecuti ve 
Committee meeting was that although we understand this vie\v, we 
hate to give up on the concept of succession planning, especially 
the issue of internal promotion. Therefore, we have asl:ed Pat 
Green to spea}: again \<lith John Moore about hovl he can assist us and 
also to discuss with the committee about breating down succession 
planning into specific handbool:fpolicy recommendations. What do 
you think? 
/Of 
ASC EY.cecutive Committee 
Page two 
We did not receive a salary recommendation from Bob Waddle and I am 
trying to reach him to make sure he has one to distribute at the 
April meeting. Since the Board of Trustees committee meetings are 
scheduled at Firelands on April 1st, beginnng at 3:00, I will not 
be able to chair the ASC meeting and once again I am prevailing on 
Greg to chair this meeting. Also we will not have a guest speaker 
as the Trustees will all be at Firelands. 
Last, I 't·lOuld lH:e to change our next ASC Executive Committee 
meeting to April 6th rather than April 13th. I think we need to 
meet to discuss such issues as the nevr Council members and 
potential candidates for Chair-elect and Secretary. Please check 
your calendars and call me as soon as possible if you cannot make 
the April Gth meeting. Plan on meeting at noon in the Canal Room 
unless you hear from me differently. THANKS. 
}Oa._ 
ASC Executive Committee Agenda 
April 6, 1993 
I. 
II. 
Chair Report (' JS((l ~ t?P, t1':1~ ,.. 
spt'_j:_ (1w.J?~ 
--Board of Trustees meeting- fl_qp; · 
--May and June Council meetings [! , n, ..p_,. 1 .J..J"~N-,1 f_l.J .;·-{{-' d ,dGSrJ May: Martha Rogers/Ron stoner- W1-<0 lr'1 fSA..· 1.11 ().- - u l7 ' "' 
June: !foe andfor Medlin~~s; introduction of new members . 
--Firelands meeting dates t ~ 
--Next Executive Committee e 1ng, April 27th.- 1 t. r?. •• 
--Kathy l.fatheny and AAA Marl:eting - tt·; Unl~. c.:t.~,-./?iiJ'1·' Our. .• •. r..~tl'-\) .~ 
• • • L l .... (/ J/ 0 / -\' 
--Cultural dJ.versJ.ty J.ssue ~ f•..to~Nh4-~ .. -r..l j 1t• , 
--coordination with constituent groups ,}' ~ L-l~t!'' 
--Salary proposal . . /.# , ~;iP ~ f(l. ~1-1-CJP-. ,Jl1)p' ~ Chair-elect report 
III. Secretary report ~~p~~-vl' t s~ --elections and officer nominations 
IV. Committee reports !(itt~ ~-
v. Good of the order 
rr(/;Jrr. ·" .. ;.}/ 
~~ 
~IT~~ [7LJ~0 Bowling Green State University 
c=:::7D\::, 
~CJ~ 
MEMORANDUM 
TO: ASC Executive Committee 
FROM: Ann Bowers~ 
RE: Interviews 
Adminisiraiive Slaii Council 
Gowling Green, Ohio ,!:>J0::-0373 
April 23, 1993 
We have been as}:ed to participate \vith the interview process for 
the position of Assistant Director, Personnel Services. Listed 
below are the times, places and candidates for each of our one/half 
hour interviews. Please let me }:novl which sessions you can attend 
(just copy this memo and put your name by the times you will attend 
and return to me). Please try to make as many of the sessions as 
you are able and thanks for adding these meetings to already busy 
schedules. I believe it is important for us to have a presence 
during the interview process. 
All meetings 
May 3, 1993: 
/ 
May 10, 19,--3: 
May 12, 1993: 
May 18, 1993: 
May 20, 1993: 
will be from 3:00-3:30 
" p::/ William Asendorf 
Maureen l.foeglin 
Sam Ramire~ 
Patricia Patten 
Carol Bader 
p.m. 1\:r.J 
u ~ "\'(f' . ~p. . .r.~Lib~%r}• Conference Room~ . 
(first floor) / 
. r-,_~. "( f{' -' ~ .J} ~" L1brary10 Conference Room jU~-. ~~~- (J,.; 
;(\(' . A. - t ....... 
f\;; CAC Conference Room ~(w~(,; ff~ 
(Library-Fifth floori)' --
. & ,Jr A.-.,J 
r.:. CAC Conf~rence Room1fl\ ~·- ' 
;o~m 'S~' '~',;;1' ~ .~ CAC Conference (\~ 1. r;;· 
ASC E··e ~. cut· April 271 lve Corunitte ' 993 e Agenda 
Chair Rep ort 
) 
........ ~ --Electi 15i . .r/J\f,I.J. -"-'-'- (S•A. Ti'·""', ffll"rv, IJ<.,J-.1 _ V("\ 
..JJ-""; --M ons - o, . , , . . . I "(' r•"~ ay and ,-,. - ~'' ;.v.d ~ 1.. "'- ,). . • (1 ntW --Admin;stJune met=!t;n " '<¥>,· "-""n ' ' '"' jc' /~oh "-' ,ti ., ., < ,.: .J - ,f'./'f. ~Jv.• tk-
.L rat· - .L gs -~111 .. ' - •· • . · 0 . --Meetings 1Ve Staff IT . .~0 11:,_)-upu"l· f.,.;.•Jf.;.- (~'·tu (IJ· .. _,. ~~11~,1'1 
r- on ch · 1 e · ox}- '7 '· -' 
--~ ~ d care · : meetin . ~ . V /~""-· .--. L::; Uf ',, and chair I g r>~-•.1#1 I »•- ·1•l ,,,-e, (',,..._ ~ -
II. Cha. :o--- 1-"-"'1' 1/n.l s chair- ' ;,'t1..-u.I.M/, 
u-elect . ~.;>, • .. elects .,. ' 
Report [ "'"··! . (· J ' ":'[ 't!! off ., 
..,._ ll:• !1.~'1 1 '1\'1 
III. S ht~t ·,'f' tdu·,,y_~· ". . . ecretary ?. :>(.r.H .. ( _ .... ,. , ...~- ,_uinll.t-· R . . ~ "'"''t j, L. .I f. eport • =- ""'""'" • ,.-..Q.. >'.,. V.<- Q ' • I • - _, .• '· -·- { ., .l!_ C'-fl.;) 0 i-"f..!·_,J 
I. 
IV. Comrnitt ee Rer) t or s _ 
v. Good of the Order 
ASC EXECUTIVE COMMITTEE 
AGENDA 
TUESDAY, JUNE 29,1993 
I. Salary di8t.ribution 
I I. Trustees Meeting 
I I I. 93-94 ASC Schedule 
IV. 
v. 
VI. 
93-94 Committees 
93-94 Goals 
Good of the Order 
0 
-· 0-al~~-~ ~~--< 
- ~ruJ... 
- o .. uJ 
/L . . ~; 0 < l c J.( ,"'c(l-u;t~ -!J 
- f:7t=At ~'- vA"'" -~\...(_. "'~· ~- ' , 
JD6 
TO: Pat Green and Bev Stearns 
FROM: Greg Jordan 
RE: Topics for Discussion for 6-16-93 Meeting 
DATE: June 14,1993 
For the meeting on Wednesday in Bev's office at 9:00am, I would 
like to discuss the topics listed below, as well as any other items either of 
you would like too. See you then. ~ 
t pjlY~' 
1. getting organized--transitions in positions r,.,r-' 
"··a exec. conuuittee sehedule (dates, locations, guests)"' ~ / 
:"" b.' ASC schedule 
·,:::c. constit~ent net;vork ~~ ~) 
\.. " d. COlllllUt.tee astngmuents ! fl ' v~ 
","'::e. Fall Reception~ f) [.\rv I I)· ~ ~ !· ASC ~nd Executive Conuni ttee Rosters {} _,t A tv 
Jg. meeting of officers -~.j ,_,_:...,.A-·l·1".~·~1';1. • 
...-- .-'J 
2. 93-94 goals , h 
a. carryover from 92-93--child/dependenticare, overall salary 
rank, workload and consistant application of policies across VP 
areas, succession planning, operational and professional develop-
ment budgets, working w/ other constituent groups. 
b. new fm· 93-94--increase scholarship corpus, compensation/ 
job classification study, participation in state-wide network, 
persom1el office transition, representation on exigency committee, 
non-renewal of contract. grievance, education of administrative 
staff of health care options, clerical support and office space, 
review of ad hoc conuuittees, other???? 
3. new stationary R~~--~ttJ ~j,.. (,1,."· (t;J~ ''! t" ~:., 4. other items???? 1 
-· 
... 0,-, ~ .~ hr. ~~--fl!\ 
t-•- '-'JL.--1 I ' 
~[i L, I l.:. t L -
,./ 
) 
;~)] 
~~~~ [7LJ~0 Bowling Green State University 
=D'= ~~~ 
TO: 
FROM: Greg ,Jord "-
RE: 
DATE: June 22, 1993 
Administrative Stafi Council 
Gowling Gre..:n, Ohio 43403-0373 
We will hold the next ASC Executive Conuuitt~e at the Student 
Recreation Center Conference Room at noon on Tuesday, .June ~9. Yes, the 
SRC is open and it will not cost you $4 to enter. It may cost you at least $1 
for the snide remark fund. Plan on blinging your own lunch and beverage. 
I have attached a draft of the 9:3-94 goals for your review plior to 
the meeting. I hope we will also be able to discuss topics as conunittee 
assi.gnn1ents, events from the trustE-e meE-ting this Thursday and Friday, as 
well as other topicslissut-s we need to address as we bt-gin the new year. 
If you are unable to attend, please let me know. SE-e you Tut-sday. 
DR.AFr--ASC GOALS FOR 1993-94 
GOALS CONTINUED FROM 1992-93 
1. Establish child/dependent care as a high institutional pliolity. Work 
'\vith all othE>.r constituent groups to devE>.lop a realistic proposal to be 
forwarded to the Administrative Council. 
~. ·Secure an overall salary and benefit package that ranks BGSU's 
administrative staff in the nmnbt?r four position, or higher, statewide 
among public tmiversities. 
3. Due to ntmlerous vacancies not filled, continue to address the issue of 
excessive workloads for administrative staff, as well as the consistent 
application of policies and procedures across Vice-Presidential areas. 
4. Appoint an ad hoc connnittee to study and develop appropriate 
procedures fi)r succession planning. 
5. Seek additional operational budget funding fi:n· basic services provided by 
ASC. 
6. Seek additional professional development funds in order to assist 
administrative staff t.o have the ability to participatE>. in '\Vorthwhile 
professional development opportunities. 
NEW FOR 1993-94 
1. Conduct a ftu1d-rai.o::ing effi)rt in order to increase the corpus of the 
Administrative Staff Scholarship to $ 30,000. 
2. Assist Persom1el Services and an out.::;ide consultant in the design and 
impl~ment.ation of a compensation and classification study. Develop a 
standard administrative staff job description. 
3. Partidpate in a state wide network of administrative staff from other 
universities. 
4. Review the status of the three ad hoc conm1itt.ees currently operating 
within ASC. 
5. Rc~vlGw and fin·ward rec::omm,::ndations regarding ASC rt-prt-sent.ation on 
the financial exigency commitb~e and on a non-renewal of contract 
glievance procedure. 
6. Assist appropriate conm1ittees and departmt?nt.s to infijrm employees 
about the changt-s in the university health care system. 
IOCf 
7. Develop clear procedun~s within ASC regarding the development, 
approval and forwarding process of policies and recommendations. 
8. Encourage and increase participation and communication among all 
administrative staff and the ASC. 
liD 
Bowling Green State lTniversity .~.dmini~tr:lli\'e St::tif Cwn.::il B•)Wling o::;reen, o)h.i.;. 4.3-103-0373 
Fall Reception: 
Administrative Staff Council 
Meeting Schedule 
1993-94 
Monday, August 30, 1993 3:00-5:00 p.m. University Union Community Suite 
Winter Reception; 
Thursday, January 6, 1994 3:00-5:00 p.m. University Union Conmmnity Suite 
ASC Meetin~s: 
1993 
September 2 
October? 
November4 
De.;ember2 
1994 
January 6 
Febuary 3 
March 3 
April? 
May5 
June2 
(meetings are scheduled on the first Tinrrsday of the month) 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
1:30 p.m. 
Universirv Unicin Alumni Room 
Universicy Union Alunmi Room 
University Urrion Alumili Room 
University Urrion Alunmi Room 
University Urrion Alunmi Room 
University Urrion Alumni Room 
University Urrion Alumni Room 
University Urrion Alumni Room 
Library Conference. R'-x•m 1st floor 
Library Conference Room 1st floor 
ASC Executive Committee; (meetings normally are scheduled on the second and 
fourth Tuesday of the month) 
1993 
June 29 
July 20 
August 10 
August24 
Sep[ember 1--t. & 2S 
Q.:[ober 1.2 & ::!6 
November 9 & 23 
December 14 
1994 
January 11 & 25 
February 8 & 22 
March S & 22 
April12 & 26 
May 10&24 
June 14 
6/22/93 
bjs 
noon-1 :00 p.m. 
noon-1 :00 p.m. 
noon-1 :00 p.m. 
noon-1 :00 p.m. 
noon-1 :00 p.m. 
noon-1 :00 p.m. 
noon-1 :00 p.m. 
noon-1 :00 p.m. 
noon-1 :00 p.m. 
noon-1 :00 p.m. 
noon-1 :00 p.m. 
11CIOn-1 :01) p.m. 
noon-1 :00 p.m. 
1BA 
1BA 
Library Conference Room 1st fl.:hx 
Library Conference. Room 1st floor 
University Union Canal Room 
lhriversity Union Canal Room 
U niversitv Union Canal Room 
University Uni'-'11 Canal Room 
Universit)r Union Canal Room 
University Union Canal Room 
Universicy Union Canal Room 
Uruversity Union Canal Room 
University Union Canal Room 
Library Conference R•Jt:.m 1st floor 
Firelands 
Ill 
MEMORANDUM 
TO: Pat Koehler 
FROM: Greg Jordan, Chair 
Administrative Staff Council 
June 1,1993 
I would just like to take a moment to congratulate you on your 
recent election to the 1993-94 ASC Executive Committee. I am looking 
forward to the opportunity to wm·k \vith you in a year that certainly will b~ 
challenging and interesting. 
As we enter into our second decade of existence, there will be 
many issues that will face us in 1993-94 including health benefit~, child 
care, increased work loads, a compensation/job title study and many more. 
But I hope as a group we will continue to focus on some of the positive areas 
that ASC has been involved, such as the scholarship, professional 
development opport.tmities and the work of the internal and external ad hoc 
committees. 
I will suggest that we meet 2-3 times in .July/ August before the fall 
semester begins. I realize we will have some vacation cmill.icts, but I hope 
we can get a majority together. The major tasks that face us is the 
committee assignments, network development and setting our goals for 
1993-94. Our fit·st step is the combined Executive Committee meeting set for 
Firelands on June 8. I hope you will be able to attend this fun and 
productive day. 
Again, congratulations on your recent election. As the vear 
progresses, we will be in constant conununication. Please feel free to 
contact me at anytime, for the business of ASC is a top pti.ority. 
lid. 
~~' cs; Bowling Green State University 
~ ' 
MEMORANDUM July 13, 1993 
TO: ASC Executive Committee 
FROM: Greg Jordan 
RE: July 20 Executive Committee Meeting 
.\dminictrJtive SL1fi C.:~mcil 
B.Jwling •Jre!n, Ohio 434m-0373 
Just as a reminder, our next. meeting is sclu~duled for next 
Tuesday, July 20 in the Library Conference Room on the fir8t floor. If you 
ca1mot make the meeting, please give me a call. 
I have attached a second draft of the 93-94 goal~, with changes 
made from our last. meeting. To date, I have received 13 written responses 
and 1 telephone call from the letter included with the .Junt- minutes. I will 
share all of them with you next Tuesday. 
I hope that we will be able to almost finalize the goals fc:n· next year 
at next week's meeting. There are a couple of other items that have come 
up the we need to discuss, as well as tie up some loose ends regarding 
starting up for next year. 
See you Tuesday!!! 
---
•I' 
- f· ' 
/13 
.: 
I. 
II. 
III. 
IV. 
v. 
VI. 
VII. 
ASC EXECUTIVE COMMITTEE 
AGENDA 
TUE~DAY, JULY 20, 1993 
R-esponses to Survey 
2nd Draft of93-94 Goals 
Changes to Handbook 
Replacement of Alan Zink 
Budget 
Wellnet Representative 
Ferrari Award Criteria 
SUMMARY OF RESPONSES TO SURVEY SENT WITH .JUNE MINUTES 
17 responses on fc.Jrm; 1 memo; 1 telephone call 
1. issue of represntation in VP areas by one depart.mt-nt (phone call 
and memo) 
2. study of reciprocal fee waivers with con1er Ohio schools. 
3. study university council concept that. combines interests of ASC, 
CSC, and FS. (building bridges) 
4. personnel position for ,AS 
5. concern over effect of IAPC and Managing fi:;r the Future Task 
Force report 
6. glivence procedure 
7. job description fi)l·mat 
8. work load (2) 
9. inadequate funding of ASC 
10. staff morale and recognition (2) 
11. day care (2) 
12. Health care, keep chiropraetics and counseling as present 
13. succession planning/cross trainging 
14. compensation and benefits 
15. committee on non-academic functions (monitor the process, 
including findings, analysis and recommendations.) 
16. salary inequities based on gender 
17. Question on SRP 
18. New ID's--keep SSN instead of new Univer3it.y ID #. 
19. Grant funded employee statuse. 
20. Name change of ASC and our classification 
21. ration of CS to AS (relates t.o work load and who is doing what 
II'S 
93-94 ADMINISTRATIVE STAFF COUNCIL 
STANDING/AD HOC CQMMITTEES 
PERSONNEL'WELFARE 
Norma Sticklt:.r, Chair 
Jill Carr 
Denise Kisabeth 
Judy Donald 
Duane Whitmire 
Bryan Benner 
Jeanne Wright 
Denise Van de Walle 
Tonia Stewart 
Lauren Mangili 
Gail McRoberts 
Darlene Elm1ke 
SCHOLAR._'ffiiP 
Susan Hught:.s, Chair 
Judy Hartley 
Gregory Ross 
Marilyn Braatz 
Scot Bressler 
Marcia Latta 
INTERNAL AFF .. .-\IRS-AD HOC 
Amy O'Donnell, Chair 
Deb Wells 
Bob Carlisle 
Chris Smitherman 
Ann Bowers 
Diane Regan 
SUCCESSION PLANNJNG-AD HOC 
Gregory Ross 
Wayne Colvin 
Dave Stanf.:Jrd 
Gregg DeCrane 
Cindy Puffer 
Teresa McLove 
FERRARI AWARD 
Allen Zink 
Joyce Kepke 
Pat Koehler 
Dan Parratt 
Steve Barr 
Lauren Mangili 
Rich Zera 
AMENDMENTS 
Bev Stearns, Chair 
Pat Kania 
Brad Browning 
SALARY 
Arlene Hazlett 
Bob Waddle 
Barrv Piersol 
Judy Pascal is 
Ken Kavanagh 
~"'TERNAL AFFAIRS-AD HOC 
Melissa Fin~stone, Chair 
Bob McGeein 
Jan Peterson 
Joe Luthman 
Cindy Colvin 
Gail MeRoberts 
Bonita Sanders 
FACULTY SENATE 
Greg Jordan 
CLA8SIF1ED STAFF COUNCIL 
Pat Green 
lib 
ASC EXECUTIVE COMMITTEE 
AGENDA 
TUE~DAY, JULY 20, 1993 
I. Responses to Survey 
II. 2nd Draft. of 93-94 Goals 
I I I. Changes to Handbook 
IV. Replacement of Alan Zink 
V. Budget ( -/u {J J 6w.-_.i-) 
VI. Wellnet Representative 
VII. Ferrari Award Criteria 
· .... .,. 
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DRAFT--ASC GOALS FOR 1993-94 (SECOND EDITION 7-12-93) 
GOALS CONTINUED FROM 1992-93 
1. Establish child!dependent care as a high institutional priority. Work 
with all other constituent groups to develop a realistic proposal to be 
forwarded to the Administrative Council. 
2. Secure an overall salary and benefit package that ranks BGSU's 
administrative staff in the number four position, or higher, statewide 
among public universities. Continue to address the issue of salary 
inequities base and gender. Work to develop an adequate market 
adjustmt-nt pool for Administrative Staff. 
3. Due to numerous vacancies not filled, continue to address the issue of 
excessive workloads for administrative staff, as well as the consistent 
application of policies and procedurt-s across Vice-Presidential areas. 
4. Appoint an ad hoc conuuittee to study and develop an appropriate 
philosophy and procedures for succession planning. 
5. Seek additional operational budget funding for basic services provided by 
ASC. 
6. Seek additional professional development funds in order to assist 
administrative staff to have the ability to participate in worthwhile 
professional development opportunities. 
NEW FOR 1993-94 
1. Conduct a fund-raising effort in order to increat:e the c~orpus of the 
Administrative Staff Scholarship to$ 30,000. 
2. Assist Personnel Services and an outside consultant in the design and 
implementation of a compensation and job classification study. Devl'lop a 
~N.~i.stt:ati~·-t~-s-ta4f;..j.fll;,_des~;if>Hui11fo1'ma t. 
3. Participate in a state wide network of adruini:::trative staff from other 
universities. 
4. Review the status of the three ad hoe committees currently operating 
within ASC. 
5. Review and forward recommendations r~garding ASC representation on 
the financial exigency committee. 
6. Discuss, develop reconun0ndations and procedures for a grhwc:-nce 
procedure fiw non-renewal of contract. 
8. Dt-velop clear procedurt-s within ASC rt-garc.ling the development., 
approval and forwarding process of policies and recommendations. 
9. Encourage and increase participation and communication among all 
administrative staff and the ASC. ~1.'1.~rl.p.._a·lt'a-nr~ 
M.miuistt'at.ive-Srntr-~~8cutiTe-c~mmi.U.c::~e-a·l:ea~rep-re-s-ent~tive. 
10. Review and make recommendations on distribution of salary pool 
dollars via the merit system. Factors in this process include the 
combination of the past three fiscal years without any merit consideration 
with the current fiscal year. 
~(l ~ M 
~~c===:-.-#5 ~-gQ Bowling Green State University 
-.::::::::::Jc:;::;V' 
July 21, 1993 
MEMORANDUM 
TO: 
FROM: 
SUBJECT: 
Greg Jordan, Chair 
Administrative Staff Council 
Robert L. Hartin, CPE \'-.""-~ 
Vice President for Operations"-
Professional Development Budget 
Offi.::e .:.f lho;, Vi.::.;, Prt:si.:l.;,nt 
k·r Opo?ratiom 
Bowling Green, Ohio -B403-03::!0 
Phone: (419) 372-2126 
Fa:·:: (419) 372-3446 
Cable: BGSUOH 
As you are no doubt aware, the Board of Trustees passed the 
University's I & G budgets on the basis that all available 
dollars in new monies were allocated primarily to salary 
pools. 
That budget included zero percent increase in operating 
budgets for all of the I & G accounts. No new dollars were 
set aside for purposes such as Professional Development 
budgets for A.S.C. That along with many other very 
worthwhile issues were considered in the deliberations. The 
final recownendations, in accordance with the Budget 
Committee's recommendation and Board of Trustee's policy, 
were to emphasi~e the needs for salary improvements. 
I will discuss with Chris Dalton any potential that is 
available on a one-time basis for this type of requirement, 
when he returns;·to campus at the end of this month. We \vill 
forward to you ··the results of that discussion shortly 
thereafter . 
. ' '93-43 •/.T !:,""'' 
cc: c. Dalton· 
J. Moore ··\ .. ~· 
:., ... , 
Jd-1 
Bo\vling Green State lTniversity Cla:;sili<:d Starr Council 
P..~pr-!:!nting Cb:cifio!d Emplove.:s 
P.O. Box 91 
University Hall 
Bowling Grc•:n. Ohio 43403-0379 
July 30, 1993 
MEMORANDUM 
TO: Bob Martin 
FROM: ;;;~;00~ 
As a follow-up to our conversation yesterday, I am writing to express my deep concern 
about the proposed minimum limit of $260 for participation in the Health Care Reimbursement 
Account. 
During the past year, there were approximately 25% (99 out of 400; 21 classified, 31 
administrative, 41 faculty) of the employees who participated who elected to deduct less than 
$260 during the first year of this program and made this election based on their proposed needs. 
Single plans and those who rarely accrue medical costs should not be pe.nalized because of what 
we perceive to be the administration's hesitancy to incur administrative costs. In addition, even 
though the tax. implications may be negligible for an amount lower than $260, we believe it is 
important to allow all BGSU employees the opportunity to participate at their desired level. 
There are numerous questions about how this will affect participation that I hope will be 
addressed during Monday's Ad Council meeting. Please contact me if you need any further 
clarification. · 
Office of the Burs:ll' · 
P.O. Box993 
Bowling Gre-en, Ohio ·f3-l02-(J993 
TEL: 419-372-2815 Bo\vling Green State lTniversity FAX:: -1-19-372-7665 
July 27, 1993 
MEMORANDUM 
TO: 
FROM: 
RE: 
Greg Jordan 
Student Re~-c Center 
Joe Martin 
Bursai·'s Of,· e 
Administrative Stoff C•)tmcil "Bu::;ine:::s" 
SwJenl Loan Colle.:tion Offke 
P.O. Box 993 
Bowling Green, Ohiv ·B4n:!-tJoJ93 
TEL: 419-372-8112 
F.\..'X: -H9-37::!-7665 
As a follow-up to our recent con versatic1n, I have a concern about the cakulatic .. n of the 
average salary of the acllnini~trative staff. 
It is my understanding that the cakul;Hic1n did include Hall Direct(•r (and possibly others 
in th&l categc~ry). If that is cc~rrec.t, I have two thc,ughts: 
1) These per:::0ns are l1(1t typic::tl admini:::tradve positit:..ns, at least in my mind. 
2) Their .salary figmes pn:Jbably do not include lhe u1.;t of utilities, room, 
and meals. 
As a result, it i.e; my c:c1nsiden::d opinion that 
these positions slwuld IK1t be included 
or, if they an~ tc, be induded, fair rnarl:et value for Lhe 11-ting;; I suggested be 
added. 
I would al:::.:J :::ugge~t ihe c:p 1jrc11A~iare comrni ltr;e do a reasonable review of those included 
to mal:e sure appr•:Jpr:inte l~·o:::iti•:..ns are included in any futur;3 avera~ing. 
Please ::;hare with the atjljJ"Of'riate ASC per::;ons. 
Thank; for listening. 
JM/sal 
xc: Gaylyn Finn 
Jdd.. 
ADMINISTRATIVE STAFF COUNCIL 
EXECUTIVE COMMITIEE AGENDA 
TUESDAY, AUGUST 10, 1993 
I . Opening Day Reception 
I I. 93-94 Goals--Third Look 
I I I. Health Care Issues 
a. minimum deduction for Health Care Rt:imbur::;ement Account 
b. Health Care Cost Management Conft:rence 
c. EAP Program 
IV. Operating and Proft:..::::;ional Devt:lopment Budget8 
V. Salary distribution information in the Monitor 
VI. Martini memo 
VI I. Good of the Order 
Jft1.t A v f'TfJ 
¥ jv-te1J 
ld3 
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MEMORANDUM 
TO: ASC Executive Committee 
FROM: Greg Jordan 
RE: Enclosed materials 
,_ 
,.: 
September 15, 1993 
.\.:lmini~tr.Jtive Suff C:ot~ncil 
Bo:·w ling Green, Ohio 43·hX~-0373 
Since our meeting yesterday, some information has been brought 
to my attention that I feel should be shared. Enclosed is the following: 
a. a copy of the memo sent to Dr. Olscamp regarding burn-out, 
based on our discussion at the August 2-1 meeting (I should have sent you a 
copy right away--sorry). 
b. a copy of the memo from Dr. 01scamp to Ben, Bob and me 
regarding support for an educated task fbrce--FYI. 
c. a copy of a memo from Jill Carr regarding some criteria ft)r the 
Fen·ari Award. Tllis will be included on the September 28 agenda. 
d. The Mercer Report--three memos and the proposal 
1. memo from me to .Jolm regarding vacation and 
Mercer. · 
2. memo from ASC Exec to Ad Council with 
recommendations. 
3. Cover memo from John to me regarding Mercer. 
4. The Mercer Proposal 
Please note the confidential statement from Mercer. Since .John 
did not indicate ~ny information about the confidential nature of the report, 
I feel it is okay to share it with you. Ho,vever, please do not, at this time, 
share or -copy the .. report with anyone. 
'l'hft Mercer Report is very dd.ailed. I hope that. with the many 
eyes of exec we will be able to 888 any areas of conc8rn so that nothing is 
overlooked. We will also include thl::: nn the St-ptc::mb8r ~8 ag8nda. 
Thats all for now. Happy reading. 
.J 
(~6{ id-S 
'~.:lmini~lr.ltive St:lff c~oncil 
B·)W!ing Green, (•hk• ·+3403-0373 
MEMORANDUM August 25~ 1993 
TO: 
FROM: 
RE: 
Dr. Paul J. Olscamp, Presidtmt 
Bowling GR·etl te: University 
Greg J orda{[ /AJ-A. 
Chair ~
Opening Day Addres~, Gender Inequities, and Burn-out 
Having been in attendance and listened to your remarks at the 
Opening Day Reception, I would first like to indicate to you how I both 
enjoyed and appreciated your message. I look forward to working with you 
and the Administrative Comicil in a positive and productive manner this 
year. I can assure you that the Administrative Staff Com1cil will conduct 
our business in a non-adversatialmanner, as we too recognize that we all 
should work together in the best intert-st ofBGSU. 
The issue of salary inequities based on gender has been a long 
standing concern of ASC. We are pleased that in your address you 
indicated that some progress has been made in this area. I would like to 
offer any assistance you might need from either the Executive Connuittee, 
Salary Committee or Personnel/Welfare Committee. 
Your closing comment regarding "burn-out" was very timely. I 
would like to share a concern with you in an in£:n·malmanner at this time. 
At our Executive CommittE-e yesterday, strong comments were made from a 
wide valiety of areas that morale and stress level of numerous employees is 
in a dangerously c1itical state. This atmosphere has been created from a 
number of sources including non-replacement of staff, new computer 
systems with many "bugs", management decisions and the prt-ssures of 
clisis situations. Individuals are currently coping. However, there seem 
to be indications that this strt-ssful atmosphere will be on-going as opposed 
to temporary. 
I bring this topic to your attention because many feel that they are 
unable to address this at a departmental or area level. I have a~ked that 
our Personnelf\.Velfare Committee conduct research in order to develop 
concrete data that demonstrate our concern (for example, the number of 
employees who were unable to use vacation tim1~; departments that require 
specified hours of uncompensated overtime each month; etc.). 
The Executive Committee felt strongly that you should be advised 
inD)rmally of this concern, so that we can all work together to avoid major 
problems that ·will have lasting impact on the University. We will fiJrward 
to you additional infi)rmation when we have concluded our research. 
Bo\vling Green State University 
Septen1ber 13, 1993 
MEMORANDUM 
TO: 
FROM: 
Bob Kreienkrunp, Chair Classified Staff Council 
Greg Jordru1, Chair, Administrative Staff Council 
Benjrunin N. Muego, Chair, Faculty Senate 
Paul ,J. Olscamp ,.(I /J 
President {!/ax__ 
Ofii•::e O:•f tho3 Presid.ont 
220 McF:ill c.~nter 
B·:.wling Green, •)hio -13"103-0010 
Phone: (41~•) 372-2211 
Fl\..."\':: \-119) 372-8446 
I agree that a well-educated task force is better able to address 
health care problems here at BGSU. There are many ways available for 
n1e1nbers of this group to improve their knowledge of health care issues - some 
n1uch n1ore costly than otl1ers. The conference you suggested in Miruni, Florida 
is very silnilar to many others being offered around the country. "The 
Employers Association", a group which serves many private and public 
employers in the Indiru1a, Ohio, Michigan areas, has ru1nounced a sen1inar on 
HEALTI-1 CARE COST CONTAINMENT to be held in Toledo on March 3, 1994. 
The presenter is Vivian Folk, Atton1ey, \vith the finn of Shoemaker, Loop, and 
Kend1ick, who has e-"-'i:ensive involvement in healt11 care issues. TI1is seminar 
would appear to be an economic alternative which is more focused on those 
opportunities which might exist in Northwest Ohio. 
The Manager of the Training & Development Program with The 
Employers .Association has informed us the brochure for their sen.1inar will be 
available in December of 1993. I would suggest your consideration of their 
n1ateri::us at that time to detennine if it might meet the needs you suggested in 
your n1en1o. Of course, the Chair of the Task Force would be responsible for 
designating the attendees. 
If you have further questions concerning this, please feel free to 
contact Bob Marti11, Vice President for Operations. 
/db 
I 
Bowling Green State lTniversity 
September 14, 1993 
MEMORANDUM 
TO: Greg Jordan, Chair, Administrative Staff Council 
FROM: Jill Carr, Chait, 1993 Ferrari Award Committ£i~l.lo.!IA 
RE: Criteria 
Oflic.~ . .:.f On-CJm[..te 1-Ic.u::iu ~ 
Ec.wlin? Gr.;.:n. Ohio 4340J-o)J51 
(41~·) 372-2011 
Fi1~: (41~1) 37::!-ZI50 
As you rc:qu~st~d, the E 193 Ferrari Award Committee toJcok intr:o c.::onsideratio:on the fc-.c:dback: 
receive-d rc:gafding the delineation of full-lime-. staff in the ..:-ritt>lia for the Fen-ari A ward. Some 
re&arch was d•:one, and it was fcotmd that the original criteria established by the Board of Tmstees 
in 1932 did not contain the t~nninolo:sy "full time". Somehc·w c.ver the years this must have 
been added by one (of the award committees. 
This year's comir•itlee discussed the issue and we offer the folhN1ing recomm~ndation. While 
the •::original criteria did not include the "full-time" designation, we believe it should remain with 
the clarificali•::on that this includes 91/:2 and 10 month administrative staff rnembers. This should 
be added to the writt.::n critel'ia staternent. We believe this will d:.ar up any discrepancies and 
maintain the award at a fair level. 
If you have any questi.:ons, please give me a ~all. Thanks f(or the L'PP(•rtunity l(l share our 
thoughts. 
J.a-7 
Bo\vling Green State lTniversity 
MEMORANDUM September 13, 1993 
TO: John Moore, Executive Director 
Personnel Services 
FROM: Greg Jordan, Chair 
Administrative Staff. Council 
RE: Vacation Policy and Mercer Report 
.\dmini~trJt.ive :lwJf C:oOJncil 
B.:.wling Green, t)hi·) -13403-&373 
I would like to clarify, as I did at the ASC meeting, the policy 
regarding accumulated vacation time for administrative staff. As 
indicated in the Administrative St..'-lffHandbook, page 92 (vacation policy), it 
states "A staff member's vacation balance cannot exceed 352 hours at the 
end of each fiscal year." Therefore, I am to assume that there will be an 
adjustment only once a year (July 1) for any administrative staff members 
who has a balance over 352. The article in the September 13 Monitnr could 
be misnnderstood as to when that adjustment takes place. On behalf of the 
Administrative Staff Council, I am asking you to have a con-ection made in 
the Monitor. 
Thank you for your September 7 memo regarding the Mercer 
Report. While the ASC Executive Committee is on record to supporting this 
concept, I would like to see if any progress has been made regarding the 
five recommendations made to the Administrative Council in our May 19 
memo, which you received a copy. This entire project is a very complex and 
sensitive topic. I hope that, before any contracts are signed, there will be 
an opportunity for discussion and agreement upon the various roles your 
staff and administrative staff will play, as well as a clear indication 
regarding the implementation of the report. 
Thank you for your attention in these matters. 
pc: ASC Executive Committee 
I~ 
.-
;~q 
Bowling Green Slate University 
Administrative Starr C.::.un:il 
B.::owlirog .::;r00n, •)hi.:. ,13'-10:::-0::.!73 
TO: Administrative Council 
FROM: ASC Executive Committ1tJllY 
RE: William M. Mercer, Inc. 
DATE: May 19, 1993 
MEMORANDUM 
On May 17, 1993, the Admmistrative Staff Council Executive Committ~,:. met with representatives of 
William M. Mercer, Inc. regarding the proposed ~~_1nsulting proj~t to study administrative staff positions. 
titles and ~.ompensation at BGSU. We are very pleased that the Administrative Council recognizes the 
need to develop better control over administrative staff position descriptions. job titles and compensation 
and we applaud the recognition that outsid~ assistan~e is required for such an undertaking. We hope that 
your interest in this proje.ct underscme.s your commitment to c.omplete the proje.ct and ensure that it is 
implemented in a fair and effident manner. The ASC Executive Committee supports this concept with 
the following recommendations: 
(1) This project should begin as soon a;;; possible. 
(2) All positions should be involved--no administrative staff position should be exempted. 
(3) A budget should be provided for the proje.;t whkh include-s the costs of the consultants. 
(-1-) Recognizing that administrative staff should be actively involved in this project, ASC should select 
the project conmtittee. Furthermore, re.cognizing that the work load for this conmtittee will be quite 
heavy for the. duration of the proje.ct, it is requested that a graduate assistant be assigned to the 
proje.ct to assist with data gathering and various clerical functions. 
(5) After the project is complet~~.i and those administrative staff who r~.quire market or salary equity 
adjustments have been identified, if it is not fe.asible to make the appropriate salary adjustments 
imm~diately, they should be ph::tSed in over a time period not to exceed three years. The monies 
for these adjustments should be from a pool separate from salary funds. 
We thank you for the opportunity to meet with upr~sentativ~-s from Mercer and for your ongoing support 
for administrative staff at BGSU. We would be pleas~d to elaborate on any of the abov~ requests and 
also to meet with Administrative Council if so ret1ueste.d. 
copy: John Moore 
MEMORANDUM 
TO: 
FROM: 
DATE: 
RE: 
Greg Jordan 
Chair, AdministnHive Staff Council 
John C. Moore 
Executive Director 
s.~ptember 7' 1993 
· Mercer Report 
Pcr::onncl ~crviccs 
100 C.:.lkg;;: Park Office Duilding 
Dol'.' ling Gr~cn, Ohio <!J40J-OJ70 
(·~ 19) 372-3421 
Fax: ( 419) 372-2920 
A::; yc.ur.::vi.:;w :t-.1ercer'::: la:::t propc.:::al (2-19-93) you will ::;:::.:: that a lot of worl: w8s 
:::hifled to Per::;onnel Service::: iGlG\vcr lh·~ cc::,::t. Vh. are ::till worl:ir1g on lo:vering the co:::t to 
$60,900-!.66,900 range, al:::o ;;l::;]:ing M.::rc.::r to do Ta~l: 4 --Titling p_;:;,;i.::w Preliminary 
Incumbent Slotting on Page 17. 
I :::tilllhinl: we can g.:ct lhi::: und.:;rway before y.::ar encl. I will 1:.:-ep you informed as 
to our progress. 
JCM:mmb 
Enclosure 
!30 
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MERCER 
August 19, i 993 
Mr . .John C. Moore 
Executive Director C•f Per.3•:mnel 
Scowling Green State Univer.:;ity 
1 (11j .::college Parh. •:)ffi(;e Building 
Bowling r3reen, OH 4:3403 
Dear .John: 
Confidential 
I am sorry for u-re rTrisc:c•rTIITrunio::::ttion reg:uding the ne:.:t step in trre proposal 
pro)Ges.::. E'.:J.sed o)ll (oUr (;(tiWer.:.:ttio:on last Wednesday, it is ITry understanding tllat 
the UniverE:ity w.:ould li~·8 t•) as:::urTre en.:ough cof the W•:Ott teo r·edUC•? e::::tinHted 
pro:ofe::::.::io:nlal fee::: t•:o appro:·:irnately ~;70,(r0Ct .=.nd that y.:ou wcould li~·.:; us to submit a 
revi.~ed pro1X•SSI based •:Orr 3u.::h a reduction. 
In r.ssponEe to yo:.ur reque:;;t, I have rTr•Xiified our pr.:opo::::al SC• a.= t•:O allc•w rnc.re of 
the W•:Orl t•) be I:OerfcortYnsd by the Univer:=.ity'.:: Persconn·:d grc•up. Frankly, with 
Merc:o::r prc.viding the tr::tining and supp•:•tiing materials, trre bc·tt•:om line •:Out.::c.me 
siKIIJid be a::: ~:(oi .. Jnd a:: if Mar.::o:-r were P•?tforming sll (of the WC•Il EHX:oxding to u-re 
original proposal. In addition, I b·slieve University Personnel staff will build •?.ven 
great.sr :::o?.lf-Euffio::ien.:v konger t.srrn. E:pe.::ific::dly, we h::•V•O: rYrade the f,:ollowing 
c:hanget: in the W·:orl Plan sec:ti.:.n: 
o pladng r•?.SP•)nsibility f.:,r initi:~l title review 3nd o::valuati•:on witll 
UniverEity Pers.:.nnd b:tsed >:on supp•)t'ting systems, training and 
counsel by Mercer 
o having M•?.rc:er :t3E'•?.Si3 .::urrent c:o:•rnpen:?atic•n po:olii:::ies and provide 
coun~:el reg:trding neces~ary revi..:.i.:.n::; but .::hitting re~p.:onsibility for 
the actual writing (of narrative revi.;io:ons to:• th.:: Univ•?.rsity 
o trainir,g Personnel and/•:or lh..:: Proje.:::l Slt:..::ring Cornrnilt•?.8 in rnar·kt:t 
analysis ;:,nd pladrrg the rnartet pri.:::ing ta:.:~:;:; with the Univo?.r.sity 
albeit Mercer wc.uld periconn a c:ritique of the analy.:ds. 
John, h•)pefully, the=:e tTrC•dificati•:.r-rs in wc.rl ro?.sp.:.nsibilities and ::tttsr,dant 
reducti.:ons in fee:: will rneet th•?. University's fis.::al re..:;.:.ur.::es and capabilities. 
wc.uld, of .:;.:.ur.:e, b.::: plea8ed t.:o ::tn:=:wH any que-;ti.:orr; you might h~ve abc.ut the 
proposal. 
I~ I 
' 
Page Two 
Merc:er appre.::iates the •)pportunity to off.sr il:3 service3 to Bowling Gr,?en State 
University. We: io)ojk forward k• w,xking with Y•:.LJ and your Golleagu•?.S. 
Regards, 
' . </ ./J .·/ ~
,/ "/I 
. /1[/t .{ -/" 
{/ 
Cl·1arles F. ScJJanie, Ph.D. 
Principal 
CFS:kp 
cc: David P. Carlin 
Robert H. Brown 
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CONFIDENTIAL 
FOR CLIENT USE ONLY 
The document whicr1 follow.=; has b.::en prepare,j solely f.Jr the manage-ment of Bowling Green .State 
University. We respectfully request that the contents c.f the dc.~ument nc•t be shared with any 
individual, organization, or pro:ofessic.nal firm with.:.ut the permission C•f William M. Mercer, 
Incorporated. 
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A. PRIOR EXPERIENCE 
UNIVERSITY REFERENCES* 
Organization/Contact Project Description 
State College and University Systems 
of West Virginia 
Ms. Margaret Rc.toins.:.n 
Assistant [•ir.:.cic•r fc.r 
Higher Educatic•n Per:~ .• :.nn81 
1018 Kanawha Blvd., East 
Charleston, WV 25301 
(304) 558-2104 
Miami University 
Mr. De-nnis De:thl 
Director of Per;:;c•nnel 
Mi::tmi University 
::: R•:JUd1.::bush Hall 
0:-:fc,rd, OH 45056 
(E.13) 529-;31:31 
Ohio State University 
Steve ~;t.:.fit:l 
fl.::;sociato:: Vic:e President 
(lffio::e C•f Human Re.s•:our.~.::s 
Ohi•:• St:tte Univ&r.:;ity 
11 ;;: Archer H.:ouse, :2130 r.Jeil Avenue 
Columbu:;, OH .:.18210 
(614) 282-899:3 
Ball State University 
Cor. t k•rmar, Bed: 
Dire•:tor, Employee Relatio:·n~ 
c., .A.u:· iii :=try Servi•:e.:. 
E'-3.11 State Univ.::rsily 
Mundo::, H J 4~306 
(317)285-113:3 
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Design ar.d instsllatic•n C•f 3 jc·b evaluation and 
.~lassifie;ati.:•n system .:::overir.g 5,700 n.::,n-a.::ad.::mic 
staff in ~~50 jc·b title.:.. Cc.vers 17 ccollege.:; ar.d 
univo::rsitie.:; withir, the Slat.::'s system of hig1·,,3r 
E:duc:atic•n (in pmce.:3). 
Two:. pr.:.jects, es.::h creating indt:<j:•t:ndent 
cc.mprehensive programs under Ohio Substitute 
Bill SO~l fo:,r Service :md M:tinten3nce ~·er.::;c.nr.el 
and Su~=oervisc•ry and Teo::hnic::.l ::;tsfl. Both .::;tudie3 
included jc•b analysis, jc•t. evaluati•:Jn, rn;:.rket 
analysis, J:~•:.li.:::y developrnent, implementation :md 
communication. 
Additio:.nally Mer.::er has c:c•nduo::.ted two market 
analysis stwjies fc·r Miami University. 
Als·:. reviewed opii.:.n.:; fo:·r test and selection per 
Ohi·:o Revised Code 124, and a deiailo::d marke~ 
analysis of Supe.tvis.:.ry and Technic:al 3taff. 
Co::,mplt:lo? audit of :til proft-32ionalladmini:::trative 
::;alary program .:.on·,~,:or.ent:: f,:or four :?.•::p:orste 
system::; in.:;lu;j.:,s jo:!b analy.~is, evaluatior1, market 
analysis, ~·c.lic:i.::2. ar.d proceduro::s. Title VII 
o::Colllparablo~ Wo:.rk ,_:,,:,mplian.::,~, managem•Snt 
.:ompr.::.ssio:•n, .:md FLSA st:~tu::;. 
C•.::.:igr, and install:~tion or.:, jc•b evaluation and 
c.l.sssifie;atio:•n ::;ystem. 
Compreherr:;ive audit follc•w-up of tho:: 2t.:!ff 
p.srso:.nnel e:•:.mpensation and cl.ss.;ification program 
.::overing 9~:5 o?.:-:empt and nc.r.-e:·:emp: emplc.yees. 
/36 
Organization/Contact 
State University System of Florida 
Ms. Emoryette fv1,:,[J.:,nald 
Director of Pers.jnnel Prc.grams 
State University System C•f Florida 
Tallahassee, FL 32301 
(904 )487 -4568 
University of Kentucky 
Mr. Walter F. Sl\ita 
[lirect.::.r C•f Human Resc•urce.:; 
University C•f ~~entuch:y 
S07 A Petersc•n S.:;.rvic.•:: Building 
Le>:ingt•XI, •(.,-· 40506-0005 
(606) 257-9000 
University of Pittsburgh 
Dr. Jotm Wilds 
Director C•f Human ReS•jUrct.s 
University of Pittsburgh 
Pittsburgh, PA 15260 
( 412) 624-8030 
University of Louisville 
Mr. [1onald Bc·wling 
As::l. Vice President fr:.r Per.:;onnel 
University of Louisville 
Belknap Campus 
Louisville, KY 40292 
(502)588-6541 
f:\user\schanie\proposal\bg.pro 8/19/93 
Project Description 
ls.dministration c•f SL custc,mi:ecl salary .3urvey :md 
market ana.ly.:;is cA administraliv·~ s-taff. 
Cc·m~·reh,:;,nsive audit C•f all prc.fe.:;sic.nal/ 
administrativ,:;, ar1,j none:·~·?mpt salary prc1gram 
C•:.rnpc.nents including jc·b evalu3tic•n, mar~~et 
analysis, pc•licies and pr.:.cedures, and salary 
cornpre2.sion. 
Job evaluation and pay structurE: develc.pment for 
all non-academic positions. 
Design and installation .::.r 3. jot. evaluation :Jnd 
cla.ssifit::~ati•XI system •X•VE:ring :2,500 nc•n-academic 
staff in 550 job titles. 
/37 
2 
B. PROJECT STAFF DESCRIPTION 
Staffing 
In Corder teo prcovide 3 oXomprehensive complement Cof pro:ofes::;io:on;tl so:::rvices to the o::ngagement, Mercer propco,:;es 
to staff the compensation study with the k·llcowing individu 31s: 
Charles F. Schanie, Ph.D., Prin~ipal, will serve &.; Pro:oj.::c.i Director fcor the study. Dr. So::hanie will c:oordinate 
and direc.t all cconsulling a.;pects o:,f the a.;signmenl ar,d will serve a:. the key on-site- consultant. 
Robert H. Brown, Managing Ccorr:.ultani, will b.:: resr-oconsibl6 fo:or m:tintaining the busine3s r.odatio:.nship betwo?.en 
the University and Mercer, and ensuring that tho:: !Jrc.ject i,; responsive teo Bowling Green State Univen:ity's 
unique needs and ciro::umstances. 
Scott A. Cook and Carol Nelson will so::rve a2 Prl.oje.::t Con.:.ultants, assi::ting [tr. Sch:mit: in direciing th•:: day-
ico-day 3Ciivities c.f the pro:oject and acting 213 a liai·;:;o:.r, between Mo:,rcer and the Univo:::r.::.ity fo:or d:Jta e:•:c:hango:: gnd 
administration. 
Andrea M. Beavin, Senio:.r Compen.::.31ic•n Analy::t, will be invo:,lved in most :t3pee;t:; of the :;tudy process, 
indu,jing the planning :tnd 8:-:e.:;uti•:on of all stati.:;tio:al analyses. 
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NAME: 
POSITION WITH 
MERCER, INC. 
EDUCATION: 
PROFESSIONAL 
BACKGROUND: 
Charles F. Schanie 
Principal 
Ph.D., Industrial Psychology 
M.A., B.A., Psychology 
University of Louisville 
Charles F. S.::;hanie is Et Prindp:tl an.j Se.nic.r· Consultant f.:,r the t k•11hern 
Region uf Mercer, where 111:. prar:tic8s in the cc.mpensation disdplin.~. A f.:,rmer 
t Jational Scienc•?. Foundation Fellow, he hold;; a Ph.D. in Industrial PsyciK.togy 
and has over 15 years' eJo:perience consulting wit~1 American industry in 
compensation planning. Hi::; spe.:::iali::ations includE:: jot. analysi3, regressi.:m-
based job evaluatic.n, perform3nce management, annual incentives and lvng-
term incentive::;. He has successfully assisted companies in defending against 
multi-million dollar pay dis.::rimination suits and instituting cc.st-efficient total 
compensation program::. Author of numer.:.us ariicles in maj.x journals. Dr. 
Schanie i;;:; a membH c.f the lndustriai/Organi::atio:.nal Division of the Americ;an 
Psychological Assodati0n, the American c.:.mpensati•:.n Associatic•n and the 
College and University Persc.nnel Association. 
As Project Director, Dr. Schanie has c;.jordinated and directed all technical 
aspects an.:! handled the day-t.:.-day o~·eration uf tho.s.::: cli8nt ~·rc.jects li3ted 
below: 
• University of Louisville 
• University of Pittsburgh 
• University of Kentucky 
• State University System ,jf Florida 
• Ohio State University 
• Miami University 
• Staie College and Univo::rsity SyEtem.3 cA WeEt Virgini=t 
• Ball State University 
• Penn State University 
• Iowa State University 
• City of Minneapolis 
• t~ew York He. tel Assc.ciation 
• Shawnee State University 
• General Electric 
• Polydinic: Medi.::al Center (Harrisburg, PA) 
• Deaconess Hospital (Evansville, IN) 
• Sls. Mary & Eli::abeth H.:.spital (L.:•uisville, V:Y) 
• Toyota Mot·:.r Manufac;turing, USA 
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NAME: 
POSITION WITH 
MERCER, INC. 
EDUCATION:-
PROFESSIONAL 
BACKGROUND: 
Rober1 H. Brown 
Principal 
M.S. and B.S. (Cum Laude), Busines,:; Administration. Stat>? Univ.:or::;ity .:of tJe.w 
York at Albany; 
U.S. Air Force Contract Law Cc.ursa; 
Health lnsuran.::e Association c•f Ameri.:.a cc.urs.;, in health insurance 
Robert Brown is a Principal and tr1e Gn)up Consulting Practice Leader in 
Mercer's Cc.lumbus ,:.ffice. Over th•s last 1~ years Bob has been involv.;.d in 
virtually all aspects of group benefit programs from design and bid•jing to 
implementation and administration. His special areas of kn.:.wiE-dge include 
health care cost management, speciali::ed financial and underwriting 
arrangements and bidding of self-insured and partially self-insured programs. 
Priur to joining Marcer ir, 1977, h•? was a group representative f,:.r Mo?-tru~·C·Iitan 
Life Insurance Company for seven years and !-tad specific experience with 
implementing and administering partially self-insuro?.d plans fc,r large emplc.yer.;. 
Bob's clients include: 
• AMEC 
• Denison University 
• Franklin County 
• Holy Cross Shared Service3, Inc . 
• Hospital Association c.f Central Ohio 
• IBEW Local 613 
• Kent State University 
• Lancaster City Schools 
• Metropolitan Educational Council 
• Miami University 
• Midwest Express 
• Mt. Carmel Medi.:al Center 
• Ohio University 
• The Ohio State Univt~rsity 
• Schottenstein's 
• Shawnee State University 
• State of Ohio 
• TOSOH-SMD 
• University of Dayton 
• Wright State University 
• ·,·oungstown State University 
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NAME: 
POSITION WITH 
MERCER, INC. 
EDUCATION: 
PROFESSIONAL 
BACKGROUND: 
Scott A. Cook 
Compensation C;:.nsultant 
M.B.A., University c;f Louisville 
B.S.C., Management, University of Louisville 
Mr. Cc•.::•k serves as a Compensation Consultant fc·r tlit> HunEm Rt?.::;o:.urc•?s 
Consulting practice in Mercer'2 Louisville offk:.::. In hi::; c;apao::ity as 
Compensation Consultant, Mr. Cook is r•:-sp.:.nsibl.:. for assisting in the ~·l::tnning 
and executi.:on of all facets of tl'v:. sal.:.r; administration ~·r.:.c;ess, frc.rn the 
development of salary surveys t•:. th.:. implementation of pay prc.grams. He is 
a current member C•f the American Compensati.jn Ass.jciation. 
Prior tc• joining Mercer, Mr. Cook was t?.mployed fc•r six years as Compensatic·n 
Analyst at the University of Louisville, where he assisted in administering and 
directing th.:. cc.mpansation and classification prl:•gram f1x University staff. 
While at the University, he served as a member of the ~~antud:y Chapter of 
College and University Personnel Association and was active at tho=:: CUPA 
regional level. He is a current member t:•f tr1e College and Univt?.rs.ity Persc•nnel 
Association. 
A Project Consultant, Mr. Cook has assisied Dr. Charl83 F. Sc:hanie in the 
conduct of day-tc.-day projact activities between Mercer and tiK•.Se .:;lien13 liste,j 
below: 
• Miami University 
• Stat•? Coll•?ge and University Syst.;ms c.t West Virginia 
• Ohio Stat8 University 
• Iowa State University 
• Ball State University 
• City of Louisville 
• Jefferson County Government 
• Shawnee Stat~ University 
• General Elt?ctric Cc.mpany 
• Toyota Motor Manufac:turing, Inc., USA 
• City of Minneapolis 
• Kiwanis lnternatir.:onal 
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NAME: 
POSITION WITH 
MERCER, INC. 
EDUCATION: 
PROFESSIONAL 
BACKGROUND: 
Carol S. Nelson 
Compensation Consultant 
M.S., Human Res.:,urce Devel.:.pment, l·~ation::tl College of Eojucatic,n 
Evanston, Illinois 
B.S., Personnel Administratior,, t~ortheastern lllinoi::; University 
Carol Nelson is a consultant in the comptmsation and human resource 
consulting practice o::,f Mercer's Columbus office She has more than 10 years 
of experience as a human res.:.urce gf'neralist. Her compensatio:an and ben.:: fits 
background includes the design and implementation of integrated total 
compensation programs for employers in the health care in,justry and fo:or tt-1e 
American Bar Association. 
Carol also has diverse experience in career .:;.:.nsulting, outplacement testing 
and counseling, succession planning, and training and development. She has 
made presentation.=; to:. national groups .:.n criteria ba::;ed perk·rm;:!nce 
evaluation systems. Some of her relevant e;.;periences inclu.je b.sing a ~·roject 
leader for job evaluatic•n and positic·n analysis using boJtr, traditi·:onal ar,d 
automated questionnair8 appro.:Jches f.:,r four hc·spitals, a::;sisting ir, curriculum 
development for the Parsonnel Administration c.:.urse work fc•r the t-Jatic.nal 
College of Education, and her Masters theses ·=·n j.:.b evaluati•:on :.nd P.:•Sitic·n 
analysis method0logy, which was published as part C•f the course materials. 
Her clients include: 
• Lima Memorial Hospital 
• Grady Memorial Hospital - Delaware 
• Holzer Hospital 
• Bethesda Memorial Hospital - Zanesville 
• Fisher-Titus Medical Center 
• Good Samaritan Hospital 
• MedCenter of Marion 
• Western Reserve Care Center 
• Parma Community General Hospital 
• Barnesville Hospital 
• St. Joseph's Hospital - Lorain 
• Ohio Hospital Association 
Car•) I is a member of the American Compensation As~:ociatic•n, u-,.:. American 
S•)Ciety of Personnel Administratc.rs, and the Ohi·:. S.:":iety of Hc.spiial Human 
Resc•urc:e Administrators. 
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I~ 
NAME: 
POSITION WITH 
MERCER, INC.: 
EDUCATION: 
PROFESSIONAL 
BACKGROUND: 
Andrea M. Beavin 
Senior Compensation Analyst 
B.A., Mathemati.::s, Bellannin6 Cc.llege, 
Louisville, Kentucky 
Ms. Beavin is in her t.:.urth year as a compensation analy:::t in the L·:-·ui:=ovill•3 
office c.f Mercer. In her capacity as compensation analyst, she cc•c•rdinate3 
statistical and technical suppori for all facets c:·f salary administrati.:.n prc.jects. 
Ms. Beavin is a member of the American C.Jmpensation Association and the 
Mathematics Association of America. 
As Senior Analyst, fvl;. Beavin is involved in all phases C•f project administratic·n 
encompassing the development of marl\t.t survey data, as well as the planning 
and execution C•f all statistical analyst<::; for numJ?rous client2, including: 
• Toyota Motor Manufacturing, In•:., USA 
• General Electric Company 
• Jefferson County (KY) Government 
• City of Louisville 
• Miami University 
• Shawnee State University 
• Ohio State University 
• Ohio University 
• Kent State University 
• Ohio Wesleyan University 
• State C(•llege and UnivHsity Systems of West Virginia. 
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C. INTRODUCTION 
Purpose of the Proposal 
The purpose C•f this prup.:.sal i::: to:• C•Utline the ap~"·,Jaches, W•)rk plan, and fees proposed by William M. 
Merc.er, lrn::. (Mercer) in t1"1e design and im~·lementatic•n c1f a .:;.:.mpret·,ensivo:. cla:::sific:atic·n and ev91uatic•n 
system fur Bc,wling Green State University. Tlit: study will include the administrativ8/pr.:.fessi•:onal staff 
en~ompassing approximately 68C1 employee:; in an estimated 450-500 job title.;. Mer.:::er vio:.ws this 
proposal as a working dc . .::umen! inten•jed fc.r diseussiun with th•-s University's project team in eorder to: 
• clarify UnivNsity priorities fur the prc•ject 
• dE:t·~mline the o:,ptimal alleocatio:•n of dutie.:. t .. :.tween Mercer and University staff in carrying .:,ut 
these tasks 
• reach a mutual understanding and agreement .:,n the scupe and cc.nduo:::t of tlli:: prr::.ject pric·r to 
a decision to proceed. 
Project Context and Background 
Bowling Grt?.en State University is a state-suppc.rio::d doct.:.ral institution C•f hi9her educ:atio:.n IC•G.:tted in 
r Jc.rthwe3!•:.rn Ohic· prc·viding graduate and undergraduate instruction to: •• :.ver 11 ,CIC1Ct stud.:.nts. Presently, 
the University has nc• formal proce:::s in place f.:.r· evalusiing and classifying exerr1r•t staff. CoJnsequently, 
concerns have been expressed relative tc• pc;ssit.le inequitie3 and inc.Jnsistenci.:.:=. in how A/P p.:,sitic·ns 
are compensated. 
Th•?.Se pro:oblerns, co:•upleo:t with C•th.:.r ass.::-.ciated shortcomings in the prc•9ram llav.:. led management t•) 
the c:onclusion th3t a f·Jrmal C•:impensaticon and classification program is neede•j. s.:owling Green State 
University i.; theref,)re requesting comulting assistance in dev.:.luping a new program fc,r its 
administrative/prc.fessional grc•UP. As a result the University ha~. requested that Mer(:er submit a 
t=•mp.:•sal tc. develc.p a cc.mpensatic.n and cla:::sificatio:•n system feor the administrative/profes:::ic•n::tl group. 
In respc.n:::e t•:O the Univo?.rsity's requt?.st, Mercer prc.pose.; tc, conduct a prcoje.:;t which will j.:"•r•:·duo::E: the 
fc•llc.wing dt:liverat.les: 
(1) Develc.pment of j(1b-specific informatic•n on appro:dmalely 450-5'}(' AlP jcob title.=. within n-,e 
University 
(2) D•?Velo~oment .:.f j.:.b ,jescri~·ticon&. tailc•red tc• the University's specific: nE:ed;; and with refer•?nce 
to ADA 
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(3) A customi:.:.d, stat.:.-c.t-the.-art p0int factc.r m8thudolc.gy fc,r th.:: AlP gr.:.up which is .:.quitable 
and fle>:ibl•::, an.j will measur.:. the value .:.t ea..::h p.:.sitic·n within the Universiiy on an c.bjectrve 
basis 
(4) Development uf a program fc·r c.:.mmunicating witt-, affeciecl emplo:•y.:<GS;, wp.:-rvisc.rs. and 
managers tt1roughout the University 
(5) Compilatiun of market data il: .. establish the University's competitivE: position 
(6) Development of a grade structur.:: and ass.)ciated pay ranges tail•)f'e.d tc· the University's 
unique needs and circumstances 
(7) Recommendation of modifications t.:. .::xisting p.:olicies, procedures an.j regulations governing 
the administration of the n.:.w program 
(8) Preparation of an implementation cost analysis tc• determine nece.ssar; individual 
compensatic.n ac:tion:=; and !·)tal implementation costs 
(9) Pr.:ovisic.r, of training throughout the course of 111.:. project fL,r tt-1e University's PE:r8c·nnel 
Services staff tc. en~;ure self-sufficiency in administering all aspects •:.f the program N1 an eon-
going basis 
(1 0) Prtlparati•)n c.t a final r.:.pc•rt .:outlining study mtlth.:.dology and including project docum.:.ntati.:;n 
and r8commendatic•m arising fr.:.m the project 
The balance c.f this proposal describes c.ur wor~; plan, staffing, timin9 and fees for achi.::ving the above 
objectives. 
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D. WORK PLAN 
For purpos&s of initially defining the. scope C•f the pmject, we have outlinHl a cc.mpreher.sive 
engagement. WC! have do:·ne s.:. teo help Univereity offh:ials identify all majc.r study cc•mpc.nents. As we 
wc.rl-\ together tc. more clcosely define pr.:•ject tasks, consultant/client resp.)nsibility for ccompleting 
designated tasks may t,e redefined through mutual agreement. 
The work plan which follow::; assume~. the involvement .:,f designated Perso)nnel Services staff and 
committee representatives, although we have kept their time commitment well within reasonable limits. 
We believe this parth:ipatic•n is important fc•r the successful completic.n and on-going effectivene3s of 
the program. Direct input frum Personnel Services staff, management representative.3, .:::committee 
members, and in e:ertain limited ways, th.s incumbent population itself will: 
• provide specialized knowledge and insight about the University; 
• ensure that management and AlP staff are appr-.:1priately apprise•j oJf th.s objective::;, methc.ds 
and ~:ey c.utput assc.e:iated with the study; 
• provide for etfe.::tive involvement, utili:ati·:·n and training .:.f the University's key Persc.nnel 
Services professionals; 
• ensure the develo)pment of "in-house" capability tc· administer and maintain the program after 
the engagement is completed. 
The detailed wor~: plan which we propr.se t.:. use: in conductin'~ this engagement consists .:of four major 
phases: 
PHASE I 
PHASE II 
PHASE Ill 
PHASE IV 
Projee:t Planning 
Job Analysis, Evaluation and Desc:ripti.:•n 
Program Development 
Program Implementation 
Findings frum f:ach phase will t.e utili::ed in planning and conducting subsequent phase-s. 
Based on our previous e':perie:ne;,?. in higher edu.::atic.n environment;;;, we have generally found that day-
tc.-day prcoje.~t cc .. :.rdinatic.n i..= best handled by t11e Personnel Departme-nt. H.:.wever, for purpc.se.s of 
providing input ir, the jub evaluati.)n and pc.licy review pr.:.ce.ss we recommend th2t the University form 
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a t..:.cJy - c,ft,?.n referr.:.cJ tc. a~. th~ Project Stt:h?.ring Committe•:< (PSG) - which wc•uld be ~t:·mprised O:•f th·= 
Chief Personnel official ancl s crco:=;s sectieor, of 6 - 8 representatives frc•m the University's 
administrative/prc.fessic·nal p.:.pulaih:•n. Based on cour initial discussions with the University w.=.: believe 
tr1at the current Executive Committ8e of the AlP Council might be an id.:.al gruup tu utilb:. as ille PSG. 
The following secti.Jn describes our pruposed wurf: plan. F.:or each a.:::tivity develctped in the pl3n, we 
have in.jicated wh8n assistance and/c.r revit?.w from the University. will be required. 
It should be not8d that in the d8velopm8ni of C•Ur work plan, we have endeavored tc. communic.ats with 
and meaningfully involve all levels of the Universil~, community. In our opinion, su·~h communi.:.atieon ::1nd 
invc•lvement are critical I•} th8 ultimate success c.f c.:-mpensatic.n programs in a high.=.:r educati.::,n 
environment. 
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PHASE I -- PROJECT PLANNING 
Task 1 -- General Planning and Organization 
During this initial stage C•f wor~:. wt: will dev~lo~· a sound basis f,x project design and e:•:ecution. We will 
communio::ate with incumbents about the prc.gram, establish a clea.r und~rstanding of the curT&nt 
prc.gram·~ strengths and wea~~nesses and set certain proj~ct management control~: in pla.:.e. 
Our experience indicates that, with an infeormativ?. and w~ll-d6signed G.:ommuni.:;atic•ns annc·une:ement, 
prc.jects c.t this type are better receivo:-d by empl.:,yee;::, and therefore result ir, a higher l~vel of Lli~nt 
satisfacti•:irl. Accordingly, we will initiate effort::: at the beginning eof th~ project to:• inf.:Hm all A/P 
incumbents covered und~r this study by developing a written employee cc.mmunicatio)n regarding the 
project objectives, metl1cjdS and expected outc,)m~s. We will also:o develo~· an interim communit::ation 
for inclusion in a newslett~r or as a menK· fr,·:.m senicor management to:• inf0rm employees of study 
progress at.c.ut midway through the project. 
In order t.:. ensure our uncjerstanding L'•f the e\isting pr.:.gram and expedite the develc.prnent of the new 
pr.)gram, we will ro~view the current classificati.:•r, system, .:.rgani::atio)nal chart:::, jub descrij:.tionE::, pay 
schedule3, personnel policies and procedures, and communicatiun materials in adva,nc:e o:•f our firs~ 
meeting witrc the University. During our first •:Jn-site meeting with the University (presumably Pers·:·nnel 
and the PSC), we will establish a formal system C•f project accountability t.:. govern th·~ engag.sment. 
We will c.:onfirm the scopoS an.j objectives for the engagement and assist the University in selecting an 
Internal Pr.:.jeo::t Directc.r (assumed to::• be either the Executive Directc•r c.f Persmnel Services or his 
designee) to oversee the work. 
W.::: will als·:o initiate discussi•XI of the apprc.priate definitions .:,f comparisc•n mark~ts fc,r establishing tile 
University's competitive labo:•r market position. Finally, we will prepare a li8ting C•f data required f·Jr a. 
magnetic tape or diskette transfer eof incumbent data to:· be used in developing the pr.:.gr.:,m. This 
infc.rmation will include, but n.:ot necessarily be limited tc.: incumbent nam.;, sc.cial security number, j•Jb 
title, j.:•b code, current pay, hours worked per weeL, jc·b dale, divisic•n and department. 
Step 
1 .1 
Activity 
Review in detail the current prcogram, induding the 
organizatieonal charts, compensatio:·n program 
documents, pay schedules, policy materials and 
communication documents 
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Responsibility 
Mercer 
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Step 
1.2 
1.3 
1.4 
1.5 
1.6 
1.7 
1.8 
1.9 
Activity 
Prepare written communication to .AlP staff 
Prini and distribute communi.::atic.n tc. MP staff 
Assign an lntemal Pro:oject Direct("JI" to GCoc.rdinate 
project activities and apprLwe ke)' pwject output 
Clarify and finalb:. Ctbjectiv.ss, responsibilities and 
scope of work 
Review and formali:e project timefram&s 
Determin.:: compositi•Jn of cc.mmitle& t•:o handle job 
evaluation process 
Discuss comparative marke13 fc,r defining the 
University's competitivb position with respect to AlP 
pay 
Transfer incumbent pa.y ano:l University status data. to 
Mercf:r's computing facilities for analysis purpc.ses 
Task 2 --Job Evaluation and Analysis Design 
Responsibility 
Mercer with University 
review 
University 
University with Mercer 
counsel 
Mercer and University 
Mercer and University 
University with Mercer 
counsel 
University and Mercer 
University 
As pa11 of the preliminary planning discussions with the University, we will work during thi£ stage to 
develop the methodc,logy and instruments f.:•r the qualitative .ioto analysis an•j evaluation prc.o::e;;s. 
M&rc:&r will develop s jot. evaluation plan (JEP) and will prepare an initial discussion drati of jc,b 
evaluatic.n factors refii?.Gting k&y higher education issues in valuing jobs based on preliminary 
disc:ussieons with the E;.:ecutive Diro::.::tur eof Personn&l Service2. Mt1rcer will review this draft with the 
P.SC, adding, del81ing and modifying cuntent tc. encompa:: .. 3 value dim•?.nsions which are significant 
fc11· 8.::-owling Green State. In Gc,njunction with the development c,f the jc.t • .::valuation plan, Mercer will 
also prepare a first draft job analysis questionnaire ( ... lAO) coverin!J duth3s, resp•)n:?.it•ilitie.~ and 
comp&nsable factc.r.s required by the jot• evaluation plan. 
Step 
2.1 
Activity 
Devek·~· preliminary jeoto evaluati.:•n plan (JEP) 
Review fao::t.:or cc.ntent and definitit::.n:: with regard to 
the University's organi:ati·:.nal structure, operating 
envirunment and employee popul:ttion, and revise 
accordingly 
Dev&lc.p draft jc.b analy~:is questionnaire (JAQ) 
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Mercer 
Mercer and PSC 
Mercer 
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Step 
2.4 
Activity 
Revit:w instrument fo:.rmat and language relative to 
University's organi:ational structure, operating 
environment and emplc.yee population, and revise 
accordingly 
Incorporate changes, where apprupriat.~. and 
finalize JEP and JAQ 
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Merc.:-r and PSC 
Mercer 
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PHASE II-- JOB ANALYSIS, EVALUATION AND DESCRIPTION 
Task 3 -- Administration of the Job Analysis Questionnaire (JAQ) 
On~ Cof th~ mo}St impc.rtant o?.lern.:.nt3 in jc,b EtV.:tluatic·n is u-18 spo?.cific:atio:·n .:,f j.:ot, cc.ntent. In order to 
meet jc.t. e;ontant data needs, Mercer will ask A/P staff to:. cc•mplete the .JAQ developed during Task 
2, including a review and updat~ of th~ir current duties and responsibilities. During a subsequent 
or,-sit& visit, Mercer will meet with the University's A/P personnel t.:. pr.:wide thern with a basic 
overview of the project and instruct th8m in completing the .JAQ by way of conducting the first two 
general employee forum3. These k•rums will c.:.ver th·~ pr.:.cedural steps ir, c.:.mpl.:.ting tr1e .JAO as 
well as address the typical questions that n .. xmally arise from an activity C•f thi..:. typ•?. Merc•:-r will ask 
designated Personnel Service::• staff tc• c::c•nduct the remaining session~:. Th•?. Personnel Services 
staff will b.s pr.:ovided a presentation lay.:.ut and given guidance in c:onducting th8 sessions and in 
handling pmcedural questions. 
Following completion by incumbents, immediate supervis.:ors will be asked t.:. review completed JAOs 
for thor.:.ughness and accuracy. A sEaX•nd:~ry review will then bG conducted by the ne··:t level of 
management. Both levEds c.f management will be asked tc, provide appropriate clarifying comments. 
For those incumbents who have difficulty in describing the.ir jobs but who wish teo complete their own 
JAG!, supervisors would provide assistance where. appropriate. 
We will aak the University's Personn81 staff tc• assume responsibility for t11e o::ollection, organization 
and review c.f questionnaires as they are received, as well as initial scanning fc,r com~·leten8ss of 
u·,e data. The JAQs will then t•.:. sorted and grouped aco:;.:ording t.:, division and within division by 
depariment and reviewed in accordance with the steps prest?.nted und·:<r Tas~: 4. 
Step 
3.1 
" .-, 
-.),.,) 
3.5 
:::.6 
Activity 
Print Job Analysis Questionnaire 
Prepare prc.ject uV8tVi8W and . ..lAO training 
presentation 
Cc.nduct first two employee sessions 
Provide guidan8t: to Personnel Service~ staff in 
coc.rdinating and handling remaining seEsions 
Conduct r.::maining employee session::: 
Complete qut?.stio:•nnaires 
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University 
Mercer 
Mercer 
Mercer 
University Personnel 
University AlP 
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Step 
2.7 
3.8 
3.9 
3.10 
Activity 
Conduct primary re-view .:.f que.stionnaire.3 :me 
provide clarifying comments 
Conduct secondary review of que.siic.nnaire.: and 
provide clarifying comments 
Review returned and approve-d questi•)nnaire.~ for 
completeness and follow-up as necessary 
Sort and group questionnaire::: by division and 
department and forward tc• Mercer 
Task 4 -- Titling Review and Preliminary Incumbent Slotting 
Responsibility 
University supervisors 
University second-level 
management 
University Personnel 
University Personnel 
Although the University has n.:.t spo?.cifk:ally expressed concern relative to:• the accuracy and 
consistency of the titling structure, Mercer rt?.cogni::et• the impo:ori.anc.e C•f reviewing existing jobs early 
in the project to ensure that the titles are describing jot• content as accurately as possible and that 
positions are slotted under th•:: appropriate title. T·:o addreEs thi2 issue, Mercer will train the 
University'.;; personnel staff in titling review, ta:•:onomy co:.ding. and incumbent slotting. Personnel 
staff will then review each JAO for purpose::• ,:of a5sessing the appropriateness of title and 
classification. Preliminary revisions will be ma.j;:, by University staff including th8 creation· c.f new 
titles, where appropriate, to establish consistency and ac.::uracy thrc.ughuut the AlP job hierarchy. 
As part of this task, Personnel staff will als·=· t:xamine the sl.:oti.ing~. of employees assigned to the 
same title. Specifically each JAQ under the same title will be e\:~mine.d and slotting changes made 
in those cases where the duties and respc•nsibilitit?.s art?. significanily different frorr, that of other JAQs 
that wert: found to be typical for the classificati.:.n. Follo:·wing this, a jub cc·de will be recorded on 
each JAQ. These codes will be developt?.d fr.:.m a coding ta:-:o:onomy that identifies a unique code 
fer each job relating to it's occupational category and division. 
Step 
4.1 
4.2 
4.3 
4.4 
Activity 
Train Personnel staff in titling review, ta:·:onomy .:.odmg, 
and incumbent slotting 
Review JAQs for purpo::•e-:; O:•f asst:ssing titling 
appropriateness, and maks preliminary· changes, as 
necessary 
Examine multiple incumbent job3 for preliminary 
incumbent slotting and make r•?.visio:.ns as net::ded 
Develop ceoding taxono:.my and a.ssign jc.b co:.~de;; to tft1e3 
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Mercer 
University 
University 
University 
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Task 5 -- Preliminary Compensable Factor Ratings 
Merct?r will train Personnel staff in us8 c·f the jc,b t?valuatic·n plan based on M8rcer's trial evaluation 
c.f approximately 25 -30 ben.:::r1marL:::. P.::rsconn•::l staff will cunduct first-pass evaluations Cof each title 
using the benchmarks evaluatecf by Mercer a:3 a fram8work and a comparative guide. This process 
will entail a review cof th8 JAQ~, a:=.;igneG under the title refativ6 teo the data provide.:! by empfoyee3. 
Duties, responsibilities ano:J facto:or infcornEttieon will be carefully examined to:, determine the ratings for 
each job. During this task, M8ro:;er will train Persunnel staff teo review the relationships b8tween jobs, 
especially those within a job family E1nd e:are•::r laojder series toj ensure that consistency and equity 
is achieved across the hierarchy for all AlP jc.b::; affected by tf·li::; study. 
Step 
5.1 
r;l"l 
'-'·"-
5.3 
5.5 
Activity 
Conduct trial ev;:t1uatior1.; o:.n a~·pn);.:imately ~E. - 30 
benchmarks 
Training Perso.Jnnel staff in j•.Jb evaluation 
Review JAQs and c:conduct preliminary evaluations on 
each job title 
Review and c.:.mpare rating:? betweer, jobs t•.J .::nsur.:: 
consistency an.j equity across tl1e hierarchy 
Keystroke data 
Task 6 -- Job Description Development 
Responsibility 
Mercer 
Mercer 
Personnel staff 
Personnel staff 
P.:.rsonnel staff with 
Mercer counsel 
It is assumed the Univ8rsity wo:.uld m 1? to dt:velc·p new jcob descriptio:.ns as part of the proj8ct. Mercer 
will therefore prepare a manual ancl a::.;.::.ciat.?cf training ses::oicon f.:.r the Pers.:.nnel Servic8.:; staff 
CoWt?ring instructions c.n the ~·rcol:oer laycout, style and components tc. be included. The manual will 
incorporate specific guideline::. and illu::traticons relstive t•:. preparing job description::. The manu :II 
will also include guidance and dirt?.,::tion r•?lslive tc• tho:. Americans with Disabilities Act, with special 
fcoo::;us on the identificatic.rr .:of e:::sential and nr.Jr1-e%ential functicons. The manual will enable the 
Personnel Services; staff to J:•rt::p:tre preliminary first draft.~ frcom infurmatio:·n contained in the 
questiL:.nnaires. Merc:er will c.::.nduct a .;;:,rnple ro?.vi.:w C•n ..J.O - 50 .:of the titles to provide feedback and 
editorial comments. As a secc·ndary c:he.:;L, M•?rcer rec.:.rnn·,8noj::: that the drafts •jf single incumber1t 
and department-specific job d•?.:cription.:. t•e o::;irc:ulated to supe-rvisors for their review and input. Final 
jc,t• description-:; will be pr.::pared by the Univ•?r2iiy'.:; Pt?.rsDnnel Services staff incorp.:.rating the input 
frc.m supervisc,rs, whe-re s.~oJ:tlic:tble, ancf fwm Mercer based .:on cour reviews outlined atu:.ve. 
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As an alternative tc· Pasc•nn.::l staff prt:paring 1~10 j1:,b ,jesGrir.·tic•n8., Mt:rc:a can sut.cc•ntract t11e wc.rf: 
t.:. Et professional experienc:erJ in developing j.:.t. d.::sc:ripti.jns at a very economical cost tc. the 
University. Mercer wc.ul•j, of cour::;e, ;:.ver::;eo:: the ceontract.::d wort by way eot perfurming general 
review and checking, and ensuring t11at the agreed-upc•n format an.j specified content is t.:ollc.we.:L 
Step 
6.1 
6 r, 
6.3 
6.4 
6.5 
Activity 
Develop job descriptic•n manual and format 
Train Personne.l Servio:;e.::; ~;tatf in job de::;cripti.:·n 
writing, including reterenco:: to ADA 
Generate draft job descriptions using JAO data and 
existing job descriptions, it available 
Review and edit sample ojf 40-50 job descriptions 
Conduct review and provide clarifying comments •Xt 
single incumbent and department spe.citic j.:;b 
descriptions 
Prepare final job description::; 
Task 7 -- Market Analysis 
Responsibility 
Mercer 
Mercer 
Univ•.?rsity Persc•nnel 
MNcer 
University supEwisc.rs 
University Personnel· 
In the course of completing this task, a Ct.jmputer file f,~.r establishing the University's marl\et p.:.sition 
will be compiled. Data for this analysis will be ,jevelope.:t trc•m th.:· survey data from Mercer',:; library 
as well as information compiled from the Univt:rsity's ro::source.s. M0rcer will work with the University 
t.:. d.;fin•.:: the. appropriate labor mar'k•?t and b.:·ncl·tmarL p•:.sition:;, bc.th C•f which are critical to 
establishing the University's cc•mpetitive r: .. :.siti.:•n. Typic:.lty, for e:·:e.mpt positi.:.r,; t~•at ar.:: nc,t 
University-specific, mar~:et data will fc,ws on pay l:ieing paid within the regional are.a as well as the 
pay being paid at other universitie.e.. H.:.we.ver f,:.r unive.rsity-spe.cific position:=, market data will be 
compiled exclusively from within the highe.r educatk,n industry and will b.; targeted toward those 
institutions that are comparable. in si::::e. and structure f,j Bc•wling Gre.en State. 
Following marl\et definiti.:•n, Merce.r will train appr·=·~·riat.:. University staff in market analysis including 
bc.th PSC members o:t:::; wt?ll as Ptrs..:·nnel staff. w.=: I'•?CC•mmend th.; Universit~' analy::e and price 
approximately t{l - 70 e:.:te.rnal bencJ.rTI31l litle.3. The.se title~ will be selected with M.;ro::er's input 
sc. as tc• be. broadly representative of t~1~.:: major C•ccupational familie.s and divisions c·f the University. 
The University's cc•mpetitive f:"jsiti..:.n will be. tXHT1pute.d fc,r bc·th individu::tl jc·b titles and on ar. overall 
tasis by Mercer. Data from this analysis will also.:• be us.sd by Merce.r in the statistiGal mod.::l building 
pr.:..~ess de.s.::ribed under Task 8. 
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Step 
7.1 
7 .... 
7.3 
7.4 
7.5 
7.6 
7.7 
Activity 
Defin~ competitive/cc•mparisc•n marh:et 
Select 60 - 70 e':ternal b.:.rKhmarL titleE for market 
pricing 
Supplement appropriate market data from MercH's 
compensation library with that from the Unive.r:::ity 
Train Personnel staff and PSC members in marh:et 
pricing and analysis 
Review market dats and price j.:•bE 
Develop a computer file of markr:?.t data ba8ed C•n 
findings of Step 7.6 
Conduc:t analysis C•f the University's AlP competitive 
position relative to going rates in the market 
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Responsibility 
Mercer and University 
MGr.:::er and University 
Mercer 
Mercer 
University 
Mercer 
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PHASE Ill - PROGRAM DEVELOPMENT 
Task 8 --Statistical Modeling 
Upc.n c.:.mpletic·n of initial benchmark job evaluation rating3 and mar~:E<t analysis, it is necessary to 
reconcile the twc. sets C•f data into a cc.hesive evaluation ~·.::•inH:J-~ompensatic.n value structure, i.e., 
a system tc• move from factor rating::: tc. pmjectt~cl compensation value. Mercer will achievE: tllis by 
using a mathematical process called regression modeling. The market salary data will b·? regress•?d 
against the jot. ratings from the evaluation prc.cess tc. determine hc•w much compt~nsation value is 
as2ociatt~d with each l•?vel of each factor in the market~·lao:;e. The pr.:•duct of the process&s will be 
a valid, reliable, and equitable point factc•r modt=d tor positic.ning all c.f the jobs into:. a compensatic,n 
hi•?rare:hy based .jn how the market valut:s the C•.Jmpensable factc•r.; in the jub evaluatic•n plan. 
Step 
8.1 
c .-, 
v.~ 
Activity 
Regress the evaluatic,n ratings again!:•t mar~:et data to 
detem1ine factor weights 
Create a cc.mpensation hierarchy trcm1 the regressi.:·n 
weights and evaluation ratings 
Task 9 - Development of Pay Grades and Ranges 
Responsibility 
Mercer 
Mercer 
Having developed a puint-tc•-compensatic.n value model, wr::. will n&;.~t structure s system .:,f pay 
grade.; within which individual positions can be classified. Th.:: grad.:: structure -- midpoint distanc&s 
and range spreads -- will be established after considNatieon of til.:: University'E positic·n on market 
wmpetitiveno?.ss, no?.ed f.:,r fle.>:ibilit)', j.::.t. valuo?. differentiatic•n and cc.st c:c.ntrol. 
Step 
9.1 
9 ·• 
Activity 
Consult witll the University on need3 in design of the 
grade structure 
Design draft grade structure and ~~ay schedule 
Task 10- Job Evaluation Review 
Responsibility 
Mercer 
Mercer with counsel 
from the University 
During this stagt:. we will meet with the PSC ic• review the pr~.timinary ratings of th.:: jo:·b::: ::ncl their 
pro~·<:lse.d ~·laGeml?,nt ir, the grad.:: stru.::;ture developed in the preceding task. So:. that the PSG is in 
a positi•)n to .::ritically assess the ratings ancl under~;tand hc.w tho?. j.:.b evaluati.:.rl plan waE :1pplied, 
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Mercer will train tru:. Committee C•n the r::tling::: methcodulogy fo:,r jc,b evaluaticon. Training will cover 
job data, factor compositicora, level s.::lee:lio:ora ancJ scouro::es of bias. 
Mercer will provide printouts o:of the job.;, corgani:.:.d by jo:ab division and proposed grad•?.. Each 
evaluation printout will include th•?. jub'.;; pr2.liminary rating on each of the factors in the plara and the 
total points for the job. The JAOs will be maoj,;: available to the PSC to review, as necessary, for 
purposes of assessing the apprco~ori3t.:<ness .:of tho:: pr.?.liminary rating3. Based on these reviews, the 
PSC will mal\e refinements in the raiing:: in .:Kco:ordanct? with their understanding cof the jobs. 
In conjunctiun with this review, th.:- PE;C will be a::J:ed tc. review the individual JAQs for purposes .:of 
che.d:ing their slotting under the title. With the t?valuatio:ms having been completed, the PSC will 
1"1ave developed a good und•?.rstanding of eao::h jcob. Although preliminary slotting determinations will 
have been made during Tas~: ..:J, certain as.;;umplion::: cor changes in the definition of a job may hav•? 
resulted, thereby necessitating the need f,:or a re-examination. 
Having fine-tuneaj the ratings arad .::quitably pi :teed th•:: jobs in th8 structure, we w.:•uld propose that 
managers and supervisor;; reviaw tile ~lotting.;; ,:of incumbents and the grad.:. assignment2. in 
aggregatt?.. Wo:. anticipate educating and informing management on the analysis and evaluation 
pr.:.cess by way of writtt?n and O:•ral o:;cornrnunicaticon. We would then solicit on a standard input 
document any grade assignments propcoS•?cl fo:or modification. Tho:. PSC will then review the jobs 
proposed for change and rnake. revisions, where a~opropriate. 
Step 
10.1 
10.2 
10.3 
1 (I ,-l. 
105 
10.•3 
10.7 
10.8 
Activity 
Train committee on ratings tTaethodc·lo:ogy 
Ro:.vio:.w print.::.uis C•f jobs in propcose,j grades 
Identify jobs that may appear quo:.stic•nable. in 
tem·,s of their grade placement 
Review actual rating!O. or job:= relativt:. to 
information containe.j in JAQs 
Revist:. ratings, wh.::re appropriat.::, in line with 
above 
Examine JAQ:=: [o)r inwrnb,::nt slcoiiing intc• jo:.b 
title 
Identify and assign inc:urnt•enis under O:;•:OITect 
title 
Deliver ccomrnunicalion on job analysia and 
evaluation proc:e~~. for supervi5'ors and 
managers 
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Responsibility· 
Mercer 
PSC and Mercer 
PSC 
PSC with Mercer counsel 
PSC with tv1a:.rce.r counsel 
PSC with Mt?rcer counsel 
PSC with Mercer counsel 
Mercer 
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Step 
10.10 
Activity 
Review grade assignm.::nl~; and slottings fur 
respective areas 
Review supervi.=;c.r and rnanager 
recommendations and rna~:e revisi.:.ns, as 
appropriate 
Task 11 - Review and Refinement of Policies and Procedures 
Responsibility 
University supervisors 
and managers 
PSC and Mert::er 
In the course of this task, the basi~ k·t c.n-g.:.ing program administration will be developed. In 
conjunction with one of our on-site vi::;it~ during t~n:: job evaluation phase, we will meet with the PSC 
to review these alternatives and as::.i::t 1~18IY1 ir1 evaluating the relativt?. advantages and disadvantages 
of each. The review process will ir.c:lude an e•:amination of alternative pay policies and procedures 
such as they apply to promc•tion~;. pay r.:.classific:ati•)ns, pay at or above range maximum and hiring 
rates. Drafting of revisions in tho:. pc.lic;ies and proct?.dures manual will be handled by the Personnel 
staff with review by the PSC. 
Step 
11.1 
11.2 
11.3 
11.4 
Activity 
Review current compensati•)l1 pc.licies and 
procedures, and d?v.:::lc.p alternatiV•?.S, as appropriate 
Review policy and prc•C•?dure alternative:: 
Approve policies and pr.:: • .::edures 
Draft revisi•:.ns for pcolicy manual 
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Responsibility 
Mercer 
PSC and Mercer 
University administration 
University Personnel 
staff 
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PHASE IV- PROGRAM IMPLEMENTATION 
Task 12- Impact Analysis 
The implementation of any change in a salary program requiret: careful plannin•;~ an.] analysis. 
Dedsions made at this point will affect the University in twc. important ways. First, there is tr1e 
obvious financial impact of total compensation costs on the organization's budget. Second, the 
selection of the implementation model -- target percentage increase, moving incumbent~; to 
minimums, time in grade adjustments, holding maximums, et.::. -- will significantly affect individual 
employees and their departments. 
During this task, we will consider possible implementation strategi12.s in light c.f the University's 
resources and compensation philosophy. Merc•?r will develop up tc• si': (6) different implementation 
models and review these with the University administration. In addition, we will provide printouts 
indicating staff placement in grades and ranges, those individuals below minimum and abov•? 
maximum and any equity adjustments required. 
Step 
12.1 
12.::: 
12.5 
Activity 
Review organizational philosophy and fiscal 
considerations in light of various implementation 
models 
Conduct trial modeling of implementation strategy 
Review model for fit tv the University's needs and 
resources 
Develop preliminary impact cost projection:: 
Prepare final impact analysis for program 
implementation, if revisions are required 
Task 13-- Program Communication to AlP Staff 
Responsibility 
Mercer 
Mercer 
Mercer and University 
administration 
Mercer 
Mercer 
For the new system to be effective, it is important that all University incumbent::; covered by tht? study 
understand the basics of the program. In ro?sponse t~:- this neo?d, Merc:o?r will devo?IC•P a presentation 
<? 
(approximately 75-90 minutes in length) covo?ring the program's ratic.nale and design, and the key 
policies and procedures affecting AlP staff. Merc:er will GC•nduct u~· t•.:, three staff k·rurns tc. e:-:plain 
tl-,e new system in det9.il, with tho:. balance C•f tho:. sessic·n3 being handled by the University'.3 
PerE:connel Services staff. With regard tc. the sp8o:::ifio:: c.c.mmunio::atior. C•f individual inwmbe.nt actic.ns, 
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Mercer will supply the University with a listing of incumbent status reflecting current compensatic.n, 
new range, position in range and any necessary adjustments f.:or dissemination and discussion by 
supervisors. 
Step 
13.1 
13.2 
13.3 
Activity 
Discuss communications needs and 
strategies 
Develop communications materials 
Communicate program rationale, design 
and outcomes to staff 
Task 14- Appeals Process 
Responsibility 
Mercer and University 
Mercer 
Mercer and University 
Personnel 
As part of the evaluation pmcess, Mercer will develop procedures and forms permitting incumbents 
t.:. solicit a review of their grade or job title assignment. These will be reviewed for final approval 
witr1 the PSC. It is assumed th.:. PSG and/c·r an alternativE: Appeals Committee will handle· the 
appeals with Mercer providing general counsel during the process on problem situations. 
Step 
14.1 
14.~ 
14.3 
Activity 
Develop the sequence and process for appeals and 
review with PSG 
Develop form f.:,r use in the appeals proces::; 
Review incumbent appeals and make jc.t. grade 
assignment or incumbent slr:.tting dt<cish:·n 
Task 15 - Final Report 
Responsibility 
Mercer 
Mercer 
PSC or alternative 
Appeals Committe.; with 
Mercer counsel 
Following completion C•f the study, work papers and other documentation required fc,r effective 
maintenanc:e .:,f the new compensation prcograrn will be. madt?. available t.:. the University in an 
inde:,:ed documentatio:in manual. The manual will provide detailed records of the project, ino:;luding 
objectives, procedural steps, C•Utput and instructions f,jr on-going management. The infeormatio:•rl in 
the manual will provid•.? explanations c·f the system t.:- ensure the University's self-sufficiency in 
governing the program. 
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Step 
15.1 
15.~ 
Activity 
Prepare and assemble worl-: documentation, including job 
analysis materials, factor ratings, job evaluation plan 
documents, revised policies and procedures, pay grades 
and ranges, and implementation analyses 
Prepare final report and documentation manual 
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Responsibility 
Mercer 
Mercer 
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E. WORK SCHEDULE 
Timing 
We are prepared to begin the engagement within 8 - 1 0 days of receiving your notification to 
proceed. Typically, feor a project of this size, we would expect th8 entire process t.:-. bt?. completed 
within a 10 -11 month period. If your time frame k•r complE-tion is shorter than this period, we will 
have no difficulty in complying with it. 
A project control chart is included on the following page which depicts the time W8 havo:- estimated 
in completing each activity. 
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BOWLING GREEN STATE UNIVERSITY 
COMPENSATION AND CLASSIFICATION PROGRAM 
PROJECT CONTROL CHART 
Phase I - Project Planning 
Tad: 1 - G•::ner:tl Pl:tnning &. Organi:ation 
Ta!?k ::! - Jot. Evalu3tion & Analysis Dt::;ign 
Phase II - Job Analysis, Eval & Description 
Tasl\ 3 - Administration of .JAQ 
Task 4 - Titling Rev & Prelim lncumb.;nt Slotting 
Task 5 - Prelirninary Comp.:;nsabiG Factor Ratings 
Task f. - .Job Dt:scrifjtion Dt:velopm.::nt 
Task 7 - Market Pricing & Analysis 
Phase Ill - Program Development 
Task 8 - Statistical Modeling 
Task 9 - Developm.;,nt of Pay Grade.:; & Ranges 
Ta~:~: 10 - .Job Evalu3tion Review 
Tas~; 11 - Rt:v & Refine: of Policie3 & Procedures 
Phase IV - Program Implementation 
Task 12 - Impact Analysis 
Task 1 ;J - Program Communication to A/P Staff 
Task 14 - Appeals Process 
Task 15 - Final Report 
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F. PROJECT FEES AND EXPENSES 
Project Fees and Expenses 
As with all Mercer professional services, our fees for consulting assistance: art? based upon the 
standard hourly rates of the consultants assigned to the project. Based on our previous experience 
with similar engagements, we have calculated professional fees for this project to be $63,900 -
$69,900. 
Direct expenses including travel, computer utilization, file management/1--:eypunching, etc., are bifle,j 
eon a pass-through basis and have been estimated to b8 about 10 - 1 :::! 0/:. of professional fees. 
Mercer will not exceed the maximum quoted on fees and expenses unless Bowling Green State 
University changes the scope of the project. Fees will be billed monthly on completion of the various 
steps, task and phases of the project. 
f:\user\schanie\proposal\bg.pro 8/19/93 29 
G. ABOUT MERCER 
William M. Mercer, Incorporated, is the lt~ading benefit and compensation consulting firm in the 
United States, with 4,000 employees and offices in nearly 50 cities. Corporate headquarters are 
located in t~ew York City. Worldwide, the Mercer organization has more than 7,000 employees and 
offices in over 95 citie~·. Within the Louisville and Columbus offices, we have particular expertise 
in higher education environments. We have served numerous clients within the college and 
university sector as well as not-for-profit organizations and other public sector entities. We reali::e 
the environment and structure of a university is unique and requires thorough knowledge, familiarity 
and understanding in order to design and install an effective and workable compensation system. 
Mercer has this type of knowledge and E~xperience as is indicated by our client references. 
The Mercer Advantage 
Increasingly, employers realize that compensation programs are key teo improving employee 
productivity and motivating their workforce-- which, in turn, increases profitability and helps ensure 
the success of their organization. By combining the right technical tools and capabilities, Mercer 
consultants can assist you in identifying and achieving your compensation management objectives 
in two important ways: 
• The first is technical-- knowledge of trends and techniques in compensation programs, up-to-
date information on the competitive compensation market, understanding of complex regulatory 
requirements and awareness of the financial consequenl:es of compensation decisions. . 
Our compensation consultants have expertise in every aspect of compensation planning, design and 
administration. Moreover, we can put our sophisticated research fct'tilities and proprietary software 
and systems to work for you. 
• The second is practical -- pragmatic experience in the realities of business and employee 
relations. Our consultants have worked with organizations of all sizes in a variety of industries. We 
know how people react tc. various kinds of pay arrangements. We know that while certain 
approaches seem to be intriguing at first glance, they may be diffh:ult to implement, communicate 
and maintain. In the final analysis, what matters is nc,t what w.:.rks feor your competitors, but what 
will work for you. 
Off-the-shelf approaches t.:· c.:.mpensation management never achieve the best result~. Bef,:-.re 
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Mercer designs a compensation program, our consultants analyz.:. an organization's mission and 
culture, competitive environment and financial position --and study its people. Mercer consultants 
make sure compensation programs meet the needs of the organization sponsoring them. 
Choosing Mercer 
Why should you select Mercer';' Organizations choose us as their compensation consultants 
because of our commitment to: 
• Listening. Listening is the foundation of problem solving. Through listening we gain an 
understanding that can result in the most effective solutions for your organization. 
• Innovation. Innovation is an essential response to a changing business world. Mercer 
consultants provide you with innovative solutions that are practical, efficient and cost-effective. 
Our innovative approach to your compensation challenges can help give you a competitive 
edge. 
• Technology. By using technology effectively you can better manage your resources and 
compete more successfully. Mercer's commitment to technology allows us to respond to your 
compensation challenges in a changing environment. We will put technology to work for you. 
• Expertise. Our consulting expertise comes from hiring the best people, academic training, 
professional development and technical support. It's also based on our experience, partnership 
and pride. This expertise is backed by Mercer's national group of professionals who provide 
legal, technological and information support to our consultants. We involve the best resources 
to meet your compensation needs. 
• Partnership. Partnership is the relationship we seek with our clients. This takes two forms 
at Mercer. It means working together as a team to achieve common goals. The partnership 
spirit also pervades Mercer, displaying itself in the high level of our networking, sharing and 
teamwork. We know partnership improves the work we do and your satisfaction with our 
consulting. 
• Excellence. Mercer focuses on two components of excellence: consulting quality and service 
quality. Consulting quality is the essence of our compensation work-- ensuring your problems 
are correctly diagnosed and practical recommendations are developed. Servi.:e quality is the 
experience surrounding the delivery of our consulting. It's timeliness. It's relationship. It's 
exceeding your expectations. Consulting quality combined with service quality achieves the 
excellence you demand. 
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, ··~ Bowling Green State University 
. """ ~· Septembt:l' 17, 1993 
P~r~onn=I ~~rvic.:;s 
Bowling t]r::.!n, C•hio 43~03 
(419) :::72-3"121 
F~':(419)37~-2920 
MEMORANDUM 
TO: 
FROM: 
SUBJECT: 
Greg Jordan 
Chait·, Admi ni strati v.:: Staff Counci 1 
Wa 1 t Montenegn• /~(/)A 
Personnel Services~( 
Administl'.3tiv.:: Staff ~1.:.d:.::t Adjustment Prt::.cedul·es 
Adrninistr'ative Council h;;..s develc•pt:d the att.:;ch~d p1·ocedu1'E:S fvl' 
ha.ndl ing l'equests fo1· m;;..d·et ad.justmt:nt fl'utrl .:tdministrative st.:~.ff 
membe1·s. Please ,·,::vit:\'1 the pl'(•Ct:dul't:S and p1·ovide any comment 
deemed necessary C•l' c.:rnsti'Uctive. It is envisioned that the final 
editic•n of the prc•l:<::dm·e will be disseminated t•J all administrative 
staff immediately and subsequently placed in the administrative 
staff handbook. 
F'leo.se cont.~.ct me if ·thel'e .we any questions re.::g.wding this. 
WGM ljg 
Attachment 
xc: John C. Moore 
J .. n Equal Employm~nl- J,fiim1&livc Action Employ.;r 
I 
9-15-93 
PROPOSED ADMINISTRATIVE STAFF MARKET ADJUSTMENT PROCEDURES 
1. ~~.wLet Etdju::tr,·,,::nt :lctiviti.::.: f,jr· admirdstl'ative st.:tff m.:.y b·:: cc•nducted 
annually in accordance with the following time table: 
'"• 
..... 
a. F~·::que~t f·:.r madet adju:trn.::nt .:;urvey.: will be acc•::pted annually 
through December 31. 
b. Surv.::y dat.:t will bo:: collo::d.::d ·Hid di.:~:o::rnitnto:!d tG o::mpl.:.y.:;:.:;:::; and 
their re.:pective vic•:: pl'•:::ido::nt::. during th•:: nK•nth:: . .:,f J.:•nuary 
and Febr·uary of the follc•wing yem'. 
c. Admini::tl'·ative c.:.uncil will r•::view r.::que.::t:: fC•l' nwrld adju::tments, 
including detennination of whether fund: ar.:: available~ during the 
~pl"ing. Adr11inistrativ.:: .::taff rn.:·1·~et Etdjustm,:::nt which .~.r.:: a.pproved 
will be effective on July 1. 
ReLwests f,w rnari:H .:•dju.:.tm.::nt .:;urv,::ys .=,ft,::l' D•::·~·::nlber 31 will be included 
in the ne~t l'ound of ~ctivitie.:. An admini.:tl"ative staff mernbel" requesting 
a mar·h::t adju.::tment sun.::y Con .J:•nual'Y 1 Col' l.:tter· wi 11 be in.:luded with the 
gr0up who::e end date is the following December 31. 
~ 
... (. Bowling Green State University 
~ 
MEMORANDUM September 13, 1993 
TO: 
FROM: 
RE: 
John Moore, Executive ;Director 
Personnel Services ·~i! 
I ~ .'\ p, 
Greg Jordan, Chair' 1 ~~-t· _. 
Administrative St.afi UI ~ 
Vacation Policy anq,~ort 
/\dmini~lr.ttive 2: ,:llf Cwncil 
n.:.wling o'Jreen, Qhj.j ~3403-0373 
I would like to clarify, as I did at the ASC meeting, the policy 
regarding accumulated vacation time for administrative staff. As 
indicated in the Administrative Staff Handbook, page 92 (vacation policy), it 
states "A staff member's vacation balance cannot exceed 352 hours at the 
end of each fiscal year." Therefore, I am to assume that there will be an 
adjustment only once a year (July 1) for any administrative staff members 
who has a balance over 352. The article in the September 13 Monitor could 
be misunderstood as to when that adjustment takes place. On behalf of the 
Administrative. Staff Council, I am asking you to have a co1Tection made in 
the Monitor. 
/-/ Thank you for your September 7 memo regarding the Mercer 
/ Report. While the ASC Executive Committee is on record to supporting this 
/
.. concept, I would like to see if any progress has been made regarding the 
five recommendations made to the Administrative Council in our Mav 19 
/ memo, which you received a copy. Tllis entire project is a very complex· and 
sensitive topic. I ho e that before anv co . · . :s . ~i ed. there will be 
~~po!!iiillty o} discus~ion _and agt·eement upon the various roles your 
( ~~ff and admin1strativ . ~ aff will play, as well as a clear indication 
, regar 'ng the implt-mentation of the report. · 
Thank you for your attention in these matters. 
pc: ASC Executive Comnlittee 
-----------
-., 
e 1 
' 1 ' 
v'\..J I ~ 
\ 
\ 
\ 
q: 
t- ...,_ /. • I. .._ .. f:" --;-7 ' -
ADMINISTRATIVE STAFF COUNCIL 
EXECUTIVE COMMITTEE AGENDA 
TUESDAY, SEPrEMBER 14, 199:3 
J/ R<>view of Fall Reception - S .{., .J L S;., : 
t-~ Implementation of Goals for 1993-94 
L October Meeting--President Olsca'iup will attend 
~ Fill out committee rept;esentative 
----('a. Insurance Committee rep for PWC 
b. Petformance Evaluation Review Committee / 
e; Legal Services -
tJ.,SPJ:-t. _, CJ Dlo.~,q.l/ -, -w~ Discussion of '"associated benefits" - 1 iltj.f 
e/ Good ofthe Order ) 
~I 
flo 
.. 
Q;J£.e.~. 
ADMINISTRATIVE STAFF COUNCIL 
1993-94 GOAlS 
GOALS CONTINUED FROM 1992-93 
(p Establish child/dependent care as a high institutional priority. \Vork 
with all other constituent groups to develop a realistic proposal to be 
forwarded to the Administrative Council. · 
2. Secure an overall salary and benefit pack~ge, th~~ rank~ J3GSU's 
administrative staff in the number four position, or'higher, stateWide 
among public universities. Continue to address the issue of salary 
inequities base and gender. Work'.to d~ve}op ,t:tn ~deqlJa.t~. ~arket, 
adjustment pool fbr Adminis~:rat~ve Staff. · ·· . . · ·:. . · .•. : · . . ~ ~1..ti .. ~ ... ·. · · · 
([) Due to numerous vacancies not 'filled~ co1iti;h1e :t~·~ddi:j,s~ th~-i~sue'of 
excessive workloads for administrative staff, as well as the consistent 
application of p~licies and procedures across Y!~~~Pre:s.i~eJlti~. ~r~~s.-, .c. •. 
":"'- . ,_. ' . --:·t-1(1' ~-~, ... · ... ;~ .. -'~--.!t•"'!.- 1"-' \ .',.: .• 
../ . . . . ·. . . 
. . A 4. Appoint au ad hoc comniit.tee to study and develop an appropriate 
\_ \_ J\ ,/ philosophy and procedures for succession planning. ~~f . . 
5. Seek additional operational budget funding for basic services provided by 
ASC. 
6. Seek additional professional development funds in ordt?.r to assist 
administrative staff to have the ability to participate in worthwhile 
professional development opportunities. 
NEW FOR 1993-94 
9:.--~1.4 /Lf~.t'r @- Conduct a fund-raising effin·t in order to increase the corpus of the Administrative Staff Scholarship to $ 35,000. 
2. Assist Personnel Services and an outside consultant in the design and 
-~mplementation of a compt-nsat.icm and job classification study. e·~ec­
er~­
reh ~v~ 
3. Participate in a state wide nt:twork c•f administrative staff from other 
universities. 
4. Review the status of the three ad hoc committet?S currently operating 
within ASC. 
I )lr\,_, !/""" .. ·· ,/ t. '~'_...--- -. . Review and fiwward rt-commendations regarding ASC representation on 
the financial exigt?.ncy committee. 
. \ 
Discuss, develop recomm.:.ndat.ions and prt)Cedure::~ for a gnevanct:l 
procedure for 11(111-renewal of contract.. 
fl~.;t~,~L{ Y(t·',.JJ,,~J -fr~u,,,,-._) 
17( 
/' /' 
~ ./ 
,,:Y 
/ 
.}) (,.. w\~commend and encourage that appropriate committees and 
\\ ,kpartments in.fi)rm employees about the chang~?.s in the university health 
)l_ :if!.re system. 
~{~·~~i' ( s) Develop dear procedurt-s within ASC rt-garding the development, 
.//it1;:.- · h~\-~proval and forwarding process of policies and recommendations. 
'£77 9 \-\r,, ~.~ ~} -{fi\ _r/ 9. Encourage and increase participation and commw1ication among all 
~ '~·:· 
11 
administrative staff and the ASC. . _ 
~~ J~ (1?)) Review and· make rec.op1mendati~~s on "distribution of salary pool . ~J-- ·a-oiia~s '?~ -.. !h~ . :r;ne~.i ~ ., sys t.,,el_ll. _ , ~~~tor.s. in , this . p~·o<;~~s . ip9l ti_de ~he .... c.~mbtnation of the past three fiscal years \\'ltholit any meht c.ohSI'c:kn·abon 
~, 0;th the cw,-re1_1t ~s~:aJ _y~a_r. . _ , . , .. _ ·, . , . ~ . ," ~ . . . ·.: .. 
nl . q_v-~l ~1~ :- b~vel,Q~ ~o}i~i~.: ~i1~ .. ~~~~:~~~e~ )Yhic_i; ~.1~~d:fo~ter op~~~tm~ities · f~r 
~ \ tn~~:t:!l~·P:r9~~':'twn ofadmu~:stratiye.::;taff. ·:: . : ·h. . .··- . 
'd~ Appro~ed.byASC: 9-2-93. . 
·i 
(7CJ., 
MEMORANDUM October 20, 1H93 
TO: 
FROM: 
RE: 
~ 
ASC Executxtm:mlittee 
Greg JordarW~ 
Next Meetin~ on,.G~r 26 
// 
FYI--.John Moore will be joing us for lunch at. our meeting next week. 
Please be thinking of questions and issues we would like to raise with him in 
addition to the ones we discussed at our last meeting. 
Also, any objections to meeting at Founders at our Novt:~mber 9 
meeting. We can get a ptivate dimling room or just get one big table. The 
food at Fow1ders Keepers is great! It might be a good idea to get out once. 
Let me know what you think. 
See you Tuesday!! 
/73 
I. 
II. 
III. 
IV. 
v. 
VI. 
ADMINISTRATIVE STAFF COUNCIL 
EXECUTIVE COMMITTEE AGENDA 
TUESDAY, SEPrEMBER 28, 1B93 
Mercer Report 
Child Care Committee 
Ferrari Award 
Leagal Service Commitee Representative 
October ASC meeting 
-
Board of Trustees Meeting 
!?'f 
.-e:> I. 
-~ .... III. 
-IV. 
v. 
eJ 
ADMINISTRATIVE STAFF COUNCIL 
EXECUTIVE COMMITTEE AGENDA 
TUESDAY, NOVEMBER 23, 1993 
~) 
Child Care Survey Results 1\~0 11 • ~ l 
'£c:£ ~~~"'" J.llN 
_ Winter Reception ..-- · 
Health Care Enrollment Form- f.._t. Ytoi -/t tlNJ, l...J 
December Meeting _ 
93-94 Goals--Update -
Good of the Order 
- tMl )/PII11 ~~ 
fk!IA/f-
-· 
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